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Consistentty BRILLIANT 7 LORZ 
under any" light! t! 


at a 


ather touch 


with 


Colorbrite. 


plus ...neater work, plus. .. writing perform- 
easier to read, saves time. ance as smooth as a black 
lus ...tadeprooft lead pencil. 


Smearproof! Wetproof! p US...c guarantee that 
Features that give your no Colorbrite will break 
work extra permanence. under normal pressure. 


Choice of 26 brilliant colors! See your stationer today. 


EBERWARD FABER By =» 


TRADEMARKS REG. US. PAT. OFF. 
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F you faced the problem of making the 

best paper and card for use in account- 
ing machines, what would you do? You'd 
make what you thought was a good paper 
and take it to the manufacturers of ma- 
chines, ribbons and inks for testing. They’d 
find fault because they want their products 
to seem perfect. You’d go back and make 
paper that suited them better. You’d do 
this again, and again, until you had paper 
that worked best. 
That’s what Parsons did in making 
MECHANO FORM LEDGER and MECHANO 
FORM INDEX. That’s why they’re among the 
most popular with accountants, treasurers, 
controllers and bookkeepers. Here’s why: 


& Both 50% new cotton fibers — tough 
enough for most uses, economical to buy. 


} Made in white and six colors. Use a par- 
ticular color for each department, des- 
tination or product, saving time in sort- 
ing and distribution. This is Parsons 
“color-control’”’®. 


Both paper and card are solid, not 
pasted together. They can’t split and 
make costly copying jobs. The cards 
stand erect in your files, don’t droop 
like tired tissue. 


No-glare surface that’s easy to work on. 
Precision controls in manufacturing and 
sheet-by-sheet inspection guarantee uni- 
formity and no waste. 


Erasing by rubber, scratcher or chemi- 
cals leaves a smooth surface the same 
color. No time wasted copying sheets 
spoiled by erasing. 


Yet MECHANO FORM ledger paper and 
index cards cost no more than other 
makes of similar quality. 


FREE BOOKLET TELLS HOW 
TO BUY ECONOMICALLY 


Like to have the “inside story” on what 
makes good bookkeeping paper? Send for 
booklet “Papers and Index Cards that 
Wear Better and Last Longer”. It will tell 
you how to buy forms economically and 
decide which records should go on what 
strengths of paper or card. Complete and 
mail the coupon now. 


PARSONS | 


PAPER COMPANY | 





PARSONS PAPER COMPANY 
Department 96 
Holyoke, Massachusetts 


Please mail me, without cost or obligation, 
your booklet on getting the right paper or 
card for each job. 


Name 

(please print) 
Organization 
or Company 


Street 
City or 
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Large Publishers Use 
Electronic Addressing Machines 


SIDNEY SHEPHERD 


[ILLIONS of readers have been 
saptivated by stories in Photoplay, 
called “America’s Largest-Selling 
Movie Magazine,” and other such 
widely-read periodicals as the he-man 
Saga and True Deterctive, and the big 
seller women’s magazine True Story, all 
published by Macfadden Publications, 
Ine. Behind such huge circulations stand 
the subseribtion and circulation depart- 
ments which continue adding up read- 
ers and keeping tabs on subscriptions. 
Totals and tabs are kept by the tabula- 
tion and subscription fulfillment depart- 
ments. Ralph Picinich is fulfillment 
manager and Alfred T. del Valle is 
tabulating supervisor. Several machines 
are used, including a new time-saving 
mechanism, the Addressograph-Multi- 
graph Electronic Facsimile Printer. 
Similar electronic machines also are 
serving Time, Inc., Newsweek, Crowell- 
Collier Publishing Co., and Curtis Pub- 
lishing Co., among others. 
At Macfadden offices in New York, 


thousands upon thousands of subserip- 
tions are received from readers in all 
parts of the world. Their names and ad- 
dresses all add up to: mass circulation. 
Onee received, these subscriptions are 
processed by IBM electric typewriters, 
Remington Rand Model 3. tabulating 
equipment, microfilming machines and 
electronic addressing machines. 

The cashier’s department receives 
about 8,000 pieces of mail daily from 
individual subscribers. These subserip- 
tions are sorted into batches which are 
distributed to a group of up to 15 typ- 
ists operating the electric typewriters. 
Each subscription is typed on a tabu- 
lating card which measures 314” by 
734”. A thin color band runs across the 
top of every card to key the different 
Macfadden publications. Typists may 
refer to a color guide to determine the 
magazine. These color and letter codes 
(P for Photoplay) designate the entire 
current family of ten publications. 

For this article, Sidney Shepherd will 


Addressograph Electronic Printer 860 (left) addresses Macfadden's invoices and promotion 
material. Model 855 (right) prepares magazine address labels in duplicate. 
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LIGHT SOURCE 
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i 
CONCENTRATING LENS 


AMPLIFIER 


‘, ELECTRO-MAGNETIC VIBRATOR 


j ~~ 


PRINTING HELIR 
“= SCANMING CYLINCER 
LENS AND APERTURE PLATE 


SCANNING STATION 


Working principle of Addressograph-Multigraph's electronic facsimile printer. 


represent a typical subscriber to Photo- 
play. His business reply ecard, for ex- 
ample, was among the thousands re- 
ceived one day. It had been inserted 
among Photoplay pages to induce read- 
ers to subscribe or renew subscriptions. 
This ecard and hundreds like it are 
analyzed as to source, term, ete., and 
then given to a typist who translates its 
contents onto a tabulator card. All 
names, numbers and other information 
are typed: 
SIDNEY SHEPHERD 
549 RIVERSIDE DR. 
NEW YORK 27 N. Y. 
P 554 1/E A 
Translation of the fourth line: P for 
Photoplay; 5 for May, the fifth month; 
54 for the year 1954 when the subserip- 
tion will terminate; 1 represents the first 
day of the fifth month, here symbolized 
by the fifth letter of the alphabet, E; 
A is either the typist’s actual initial or 
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an assumed code letter. In other words, 
this subseription was received May 1, 
1953 and will run for one year ending 
May, 1954. 

The tabulator card then went to a 
proofreader who checks the eard against 
the original self-addressed reply post- 
card to verify name, address, expira 
tion date, subscription time, ete. This 
business reply card was another of the 
thousands of original order forms re- 
ceived daily, along with personal let- 
ters, postal cards, coupons, ete., on 
which subseriptions are received. 

All business reply cards, personal let- 
ters and other correspondence ordering 
subscriptions have to be kept on ree- 
ord. Originally, all of this mass of odd- 
size post cards and letters were kept in 
files which bulged fatter and fatter. The 
huge correspondence had to be retained 
because it was consulted by auditors of 
the Audit Bureau of Cireulations who 





periodically spot-check subscribers’ mail 
to authenticate circulation figures quoted 
to advertisers. 

Instead of fattening the files with 
these original subscription orders, at the 
end of the fulfillment routine they are 
photographed on a Remington Rand 
microfilming machine after which the 
orders are all thrown out. Orders are 
first hand-filed in groups numbered ac- 
cording to time received (called the mail 
date), then microfilmed consecutively. 
The reels of properly numbered micro- 


film are filed for easy access. Instead of 
files otf 


plowing through cumbersome 
original odd-size bulky order forms, ¢ir- 
culation 
prints of the filmed reeords they ask 
for to review these orders. 

The order card was first analyzed and 
then copied onto a tabulator card. Now 
the tabulator card is sent to a code clerk 
who uses a red pencil to translate the 
typed information: SIDNEY SHEP- 
HERD, 549 RIVERSIDE DR NEW 
YORK 27 NY. Reading from left to 
right across the face of the upper left- 
hand corner of the tabulator card, the 
code clerk red pencils the following in- 
formation : 


Sub code, 19 19, derived from the 


auditors are given photostatic 


S in SIDNEY and the S in SHEP- 
HERD, since these are the 19th letters 
of the alphabet. Then the location: num- 
bers arbitrarily are assigned to desig- 
nated cities and state. Postal zones are 
repeated unchanged. In our example, 
State: New York, is 47. City: New 
York, is 164. Zone, remains: 27. Written 
together, this is: 47 164 27, or New 
York 27, N. Y. Then comes length of 
subseription in months and years, and 
becomes: Start, which is June, hence 6, 
and the year, 3, to represent 1953. Thus: 
063, followed by term, or length of sub- 
scription: 12, the number of months. 
Finally, on the extreme right-hand side 
of the eard is listed the expiration time: 
5 54, meaning one vear after June 1955 
which is May 1954. Among other list- 
ings are: Source or how the subscription 
was obtained. Subscription source codes 
range from 1 to 18 and are later tabu- 
lated to show which particular types of 
solicitation were most successful and 
bear repetition. In this instance, since a 
business reply post card was returned, 
no solicitation was involved and hence 
no entry was made on the ecard. 

By now the tabulator card (as vet un- 
punched( has gone trom typist to proof- 
reader to eode clerk. A key punch op- 
erator sits at the keyboard of a visible 


SIDNEY SHEPHERD 
549 RIVERSIDE OR 


W YORK 27 N Y 
P 554 


1/E A 


EE even Ai pant noe tate: te OER DARN ID Mh NR Re MENECL CH a NG Nee te ssi 1 ay iN rt pragoee 


Macfadden's punched card subscription record. A colored stripe indicates the particular maga- 
zine. Only the four, typed address lines are in black and only this copy is reproduced by 
the electronic addresser. 
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e INVOICE 


YOUR PAYMENT IS NOW 
DUE 


Subscription in- 
voices, like the other 
forms on these 
pages, are addressed 
electronically. 


MAGAZINE. 


P 554 





FOR YOUR SUBSCRIPTION FOR PHOTOPLAY 


This is the Subscription You Ordered 


SIDNEY SHEPHERD 
569 RIVERSIDE 63 
NEW YORK 27 NY 
LiE 


IMPORTANT. -Return this Invoice with Your Payment so Your Account will be Credited Correctly 


Photoplay 


205 EAST 42nd ST 
NEW YORK 17.N 


$9 00 


be Billed to You) 


A 








key punch and can see the card which 
always remains visible and stationary. 
She translates the red-penciled code Jet- 
ters and digits into holes which Jater 
will be read by tabulators. Because the 
card remains stationary the operator 
can see whether she hus made any errors 
and can correct them immediately by 
tapping a “cancel” key, then re-typing 
the correct letter or digit. Were it not 
for this “escape mechanism” one wrong 
letter or digit would necessitate retyping 
the entire card—after first having re- 
written it in red. Only after the code 
has been translated correctly does the 
operator hit a trip key which causes the 
card to be punched—all letters and 
digits at onee. 

The completely punched ecard is veri- 
fied mechanically to eatch any errors 
which may have slipped through even 
though the key punch operator carefully 
punched the card. 

Here is a chronological and numeri- 


SIDNEY SHEPHERD 
549 RIVERSIDE DR. 
NEW YORK 27 NY 
P 554 LE A 


cal recapitulation of how this system 
works up to this point: A typist turns 
out about 140 ecards hourly. A key 
punch operator processes about 300 
ecards hourly. About 5,400 cards are 
interpreted by an interpretor in an 
hour. A microfilming machine, with two 
cameras, photographs about 2,000 order 
forms each hour. 

Now the doubly verified punched 
tabulator cards are put through a sort- 
ing machine, equipped with a five-digit 
mechanical counter. This mechanism 
sorts and counts punched cards accord 
ing to the starting issue of the subserip- 
tion. Among other cards for persons 
who will receive their first copy of 
Photoplay as the June, 1953 issue will 
be the card of Sidney Shepherd. Cards 
which represent the first-copy of sub- 
scriptions are separated into a special 
bundle given to a first-copy clerk. She 
keeps count on a mimeographed stock 
record where she notes and deducts in- 


Actual size section from roll of address-'abel strip. 
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dividual or group copies from her total 
stock of magazines for each month. She 
subtracts one copy of Photoplay for 
Sidney Shepherd from her supply of 
magazines for June, 1953. Actually, that 
magazine was deducted from stocks 
which were printed, mailed and stored 
by the Art Color Printing Co., Dunel- 
len, N. J. 

In the case of Sidney Shepherd’s sub- 
scription to Photoplay, the number “1” 
was noted on the stock record of June, 
1953, showing that the copy no longer 
will be available for any other reader. 
It is akin to a bank account. Printing 
magazines is like putting money into 
the bank. Withdrawing them, by send- 
ing them to subscribers, 1s like taking 
money out of the bank. The bankbook 
balance shows the money on hand, 
whereas the stock record shows how 
many copies the printer still has. 

A batch of punched, sorted and ar- 
ranged tabulator cards is inserted into 
a feed hopper of the electronic fac 


simile printer. As the cards are routed 
through this mechanism, the gray ree- 


tangular metal box assumes electronic 
life. There is a soft humming of gears, 
lights flash on and off, and a long white 
paper tape rolls from one reel to 


another, like motion picture film un- 
winding between reels. That is an un- 
scientific description of the machine at 
work. What actually happened? 

Addressograph-Multigraph 860. elec- 
tronic printers feed image-bearing 
punched tabulator cards through a sean- 
ning station where a beam of intense 
light is directed onto the surface of the 
cards. The scanning unit provides for 
simultaneously seanning four individual 
lines of type. Light images are reflected 
to multiple photo tubes (one for each 
line of printing) and these signals then 
are routed through a four-channel am- 
plifier. This unit modulates, amplifies 
and finally transmits electrical printing 
impulses to copying units. Printing is 
accomplished by electro-magnetic vibra- 
tors, operating against a rotating print- 
ing helix. In neutral position, the vibra- 
tor print bars rest approximately .002” 
above the surface of a carbon ribbon. 
The paper to be printed upon, and the 
carbon ribbon, both are wrapped around 
the printing helix of the machine. 

A black signal through the scanner 
indicates the presence of type at a given 
position on the card and causes the 
vibrator print bar to come down and 
exert pressure contact through the ecar- 


General view of 
Macfadden's punch- 
ed card room witt 
Remington Rand 
sorter in foreground 
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SOARING MAILING COSTS... 


Brought 
fo 


Earth ! 


INSERTING & MAILING MACHINE 
--. Cuts Costs 2 Ways 


FIRST, Inserting & Mailing Machine slashes cost of preparation— 
often by as much as 80%. Because it performs all the intricate 
mailing operations—gathers enclosures, inserts in envelopes, seals, 
meters postage or prints indicia, counts and stacks. One machine 
and one operator turn out fifteen or twenty thousand pieces in 


a few hours! 


SECOND, Inserting & Mailing Machine mails more pieces for the 
same postage without additional handling expense. When me- 
chanical fingers do the work, it is as easy to mail six, seven or 
eight enclosures as only one. Yet extra enclosures make friends 
and influence sales. Ask for a test run of your next mailing. 


INSERTING AND MAILING MACHINE CoO. 


PHILLIPSBURG, NEW JERSEY 














GATHERS EWCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 


e COUPON e 


INSERTING AND MAILING MACHINE CO., Dept. OF. 
PHILLIPSBURG, NEW JERSEY 


(] Send booklet—-Reductng Mailing [] We would like to test the economy 
Costs by 80%. of the Inserting & Mailing Machine. 














Individual 


GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 
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At left: Key punching geo-alpha codes at Macfadden's. Right: Remington Rand Electronic 
ollator which properly files cards of new subscribers. 


bon ribbon and against the helix, pro- 
ducing a dot of printing on the paper 
being fed. The printing helix and the 
scanning cylinder both are mounted at 


opposite ends of the same rotating 
shaft. Apertures in the scanning ¢ylin- 
der are in exact phase with the printing 
helix. Consequently, both members are 
in synchronous rotation at all times. 
Black-and-white light signals at the 
scanning station are reproduced in fac- 
simile black and white printing dots at 
the printing station. Dots are recorded 
at almost 8,000 a second. 

The eleetronic seanner and _ printer 
turns out 125 paper address labels each 
minute; 7,500 hourly. About 8,000 new 
subscriptions are handled daily. In ad- 
dition to turning out labels for this new 
business, electronic printers also address 
voluminous rolls of labels each month 
for the millions of subscribers already 
on the lists of Maefadden publications. 

Along with addressing subscriptions, 
invoices for unpaid subscriptions are 
addressed by a similar electronic printer 
called the 860. The same punched cards 
that are put into the feeder-hopper of 
the 855 electronic printer to imprint ad- 
dress labels are fed into the 860 elec- 


tronic printer which can accommodate 
continuous perforated flat pack or roll 
invoice forms, measuring 334” x 6” 
each when cut individually, up to 8” 
long if desired. Thus, invoices and other 
printed matter are turned out in the 
same fashion and with the same name, 
address and line as are the ad- 
dress labels. 


code 
Onee imprinted electronically in a 
continuous form, the perforated upper 


edge of the invoice or promotional piece 
is eut by an imprinter and_ bursting 


Tabulator and summary punch. 
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Meet the machine that revolutionized 


SOME 
TERRITORIES 
STILL 
AVAILABLE 


office copying... 


Develop 


... makes sharp, 
clear copies 


in seconds! 


Office copying has entered a new era with Develop Combi! One 
compact, good looking machine makes finished photocopies up 
to 14” wide and any length — from white or colored originals. 
Develop Combi is FAST — exposes, develops, prints in seconds. 
PRECISE — sharp, clear, perfect copies. VERSATILE — all 
models produce single, double-sided, airmail, card stock or 
transparencies from which diazo and blueprints may be made. 
Choose from four additional economical models . .. make copies 
from thick books without losing the margin. Develop Combi is 
sold — and cheered! — in 52 countries all over the world. In 
use since 1949. Seeing is ordering — Call for demonstration or 
write for folder. 


COPEASE Sao 


U.S.A 


270 PARK AVENUE, NEW YORK 17, N. Y. © TELEPHONE PLAZA 3.6693 





An automatic _in- 
serting and mailing 
machine handles in- 
veices and promo- 
tion mail at Mac- 
fadden Publications, 
Inc., New York. 


machine, made by Uarco, Ine., which  velope and any other letter or literature 
separates the continuous forms into’ being sent, is inserted into a window 
334” by 6” pieces. The invoice, self- envelope either by hand or by machine 
addressed Photoplay business reply en- made by Inserting & Mailing Machine 


CLIX 


A | 1-HOLE 
Mm | PAPER 
3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 

all 3 holes for 3-ring binder sheets at a single punch for indi- 

squeeze. No adjustments to make, no gauges viduals, home, 

to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 

squeeze! Weighs less than 16 ounces; fits punches clean 4” hole instantly in paper, light 

brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 
E iti iti alten _ restaurant checks. 24 in counter 

rr. eg Asin day? oi — display carton. 50 cent list. 

ters, 4%" from back binding 

edge — standard spacing 

11" x 8'4" sheets. 





MODEL 100... Punches \" 
hole, \%" from binding edge. 


Order from your Stationer or Office Supply Dealer 
WESTERN REP.—HARRY HENKEL ASSOC., 1355 MARKET 


ST., SAN FRANCISCO 
4 NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS } 
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There’s a Need for a Mi). 4-0) cb) 
PRODUCT 


in your business 


Make a note now to write Joe Davis, sales manager, for the name of your 
Borroughs dealer, who will tell you and show you the many features of 
Borroughs Products... how they will economically fit into your business. 


nil 

















a 
mg 


SLIDING DOOR 


STORAGE CABINETS 


LIBRARY SHELVING 


Sliding shelves, adjustable without bolting... 


34’ vertical adjustment..3 heights—42’’-84’- ‘g ; T 
90’ ..depth of shelves 914” ..width of unit E 
36”... obtainable in single or double-faced = rte 


with open or closed backs..open units have 
rear book stops..no unsightly cross-sway 


braces. 
hela BOOKCASES & STORAGE UNITS 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 





3002 NORTH BURDICK alii KALAMAZOO, MICHIGAN 
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Each package of 500 
sheets is individually 
wrapped in distinctive 
protective wrapper, la- 
beled and marked for 
your convenience. Sheet 
sizes: 8% x 11 and 
8% x 14. 


TO FIT YOUR BUSINESS NEEDS AND YOUR EQUIPMENT 


Wausau Impression Papers are rapidly becoming favorites of 
wide awake, forward looking management. 


Proof of the popularity of this fine line of impression papers 
for sales promotion, all kinds of business forms and business 
stationery is in the fact that more than 100 million sheets are 
used every month. 

Whether you use lithograph, stencil duplicating, spirit or gela- 
tin process, there is a Wausau genuinely watermarked impres- 
sion paper or an Exact economy impression paper to fit your 
particular needs. Why don’t you profit by using Wausau 
Impression Papers? 


Sample books, showing weights and colors, are available 
nationally through authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
Artisans ef 111 W. Washington Street, Chicago 2, Illinois 


Fine Papers Mills at BROKAW, WISCONSIN 
Member - Wisconsin Paper Group 
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Co. No envelope addressing is necessary. | 


Invoices are sent only to subseribers 
who have elected to accept Macfadden’s 
offer of credit. 
While editorial, 
tising copy 
Mactfadden’s magazines, the tabulation 
and subscription fulfillment departments 
are busily occupied preparing address | 
labels and invoice forms. Invoices are 
mailed directly from the publications’ 
New York office, whereas the rolls of 
labels are forwarded to the printer in 
New Jersey. There, at one end of a 
Cheshire Mailing Machine he inserts the 
strip; at the other end he inserts a 
supply of Photoplay or any other de- 
sired magazine. The machine cuts the 


pictorial and adver- 


long strip of labels from the roll into | 


each, 
either 


individual pieces 2 11/16” x 7%” 
which automatically are affixed 
directly on the 
wrappers in which the magazines will be 


mailed. Copies are sorted geographically | 
then brought to the post | 
readers | 


and bundled, 
offee for distribution to 
throughout the globe. 
Generally some 
of Macfadden, and 


the 
publishers, 


part of 
other 


constantly are in flux, being checked for | 


complaints, wrong addresses, changes of 
address and related reasons for unde- 
livered magazines. All this, plus normal 


h MULTIPOST 


Processing invoices on a Uarco imprinter and 


Macfadden Publications, Inc... 
New York. 


burster at 


ik Orrice September, 1953 


is being prepared for all | 


Magazine covers or on | 


files | | 


yr | 


the ONE E Machine 
shat OPENS, STAMPS, 
SEALS yout mail 


- 
. 
‘ 
‘ 
} ‘ 


s 


“ie 


mailMaster 


| An office mailroom in a machine not much 


larger than a telephone! No sliced letters 
—no licking—no lost stamps! Complete unit, 


$59.50 plus tox — 
—_— 
2 


STAMP AFFIXER , 


Feeds, cuts, moistens and 
affixes stamps in one mo- 


tion! Only $35.00 plus tax 


Write for illustrated folders 
ond nome of deoler 


COMMERCIAL 
CONTROLS 
CORPORATION 


Dept. O-93 
1 Leighton Ave., Rochester 2, N. Y. 


CONTROLS 


CORPORATION 


17 





1-2-3-4 COUNT OFF! 


That's what you should do and see if 
Order Form 
Bill of Lading 
Packing Slip 
Invoice 


. One Dept. writes an 

. Shipping Dept. writes a 

. And then perhaps a 
4. Finally Billing Dept. makes 


These are but a few places to look for waste. 
Then—let us show you how much time can be 
saved by combining some or all of these forms 
for substantial economics. 





A few of our 
=\ Time- agg 


Es 











MAIL THIS COUPON TODAY. 
WRITE OR WIRE DEPT. O-9. 


ERICAN 


REGISTER CO. 


FIRST AT K STS., BOSTON 27, MASS. 
MAIL TIME SAVING INFORMATION TO: 
NAME . 


COMPANY 


ADDRESS 








subseription expirations. 

Another model of the electronice print- 
er handles the addressing and subserip- 
tion renewal forms and bills. Renewal 
of lapsed subscriptions must be solicited 
anew since current readers are ex- 
tremely favorable prospects. As many 
subseription renewal solicitations as the 
subscription department deems _neces- 
sary can be put through the selective 
sorting machine. Subscriptions can be 
started, continued, adjusted, analyzed, 
completed and removed or renewed by 
using both machines. 


In courting renewals, tabulator cards 
which represent subscriptions about to 
lapse are automatically selected from 
the entire subscription list three months 
in advance. The electronic scanner and 
printer is geared to run off pre-printed 
renewal order forms at different times. 
Three of these forms will be enclosed 
with letters and literature monthly re- 
minding and urging readers to renew. 


Addressograph-Multigraph engineers 
are developing other electronic address- 
ing machines which will feed and ad- 
dress various types of forms such as 
checks, bills, posteards, etc., in multiple 
parts. Still other machines being de- 
signed will provide features for sorting, 
merging and out-filing punched cards as 
a by-product of addressing. At present 
the electronic facsimile printer com- 
prises both a seanner and printer. How- 
ever, engineers have separated the sean- 
ning machine from the printer. As a re- 
sult, one or more “slave” printers can be 
actuated from a single scanner through 
signals transmitted by wire over short 
or long distances. Now an organization 
which has but one electronic facsimile 
printer has to run a tabulator ecard 
through five times to get five reproduc- 
tions. With one scanner and five “slave” 
printers, a card would be run through 
once and printed simultaneously on five 
different printers. These printers need 
not be in the same office but can be in 
different offices on the same or various 
floors all linked by a network of wires. 
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THINKING ACHINE 


[xtra savings 
come with 








@ Exclusive features enable the Friden 
fully-automatic Calculator to perform 
more steps in figure-work without oper- 
ator decisions than any other calculating 
machine ever developed. Watch Friden 
figure-thinking save for your business 
...Save so much in human time that this 
Calculator’s cost can be quickly written 
off! Friden sales, instruction and service 
available throughout the U.S. and the 
world. FRIDEN CALCULATING MACHINE 
co., INC., San Leandro, California. 

© Friden Cale ulating Machine Co., Inc. 
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Friden ‘decision-making features you should see 
Time-saving abilities of the Friden fully- 
automatic Calculator include (1) automatic 
accumulation of individual extensions, and 
(2) automatic selective half-cent adjust- 
ment. Need for operator decisions also elim- 
inated on many other figure-work steps! 
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AROLINE works as a clerk-stenog- 

rapher for a Government agency in 

Tueson, Arizona, but after a delight- 
ful vacation in Ketchikan, Alaska, she 
is planning to resign her position in 
Tueson and move to Alaska. She will 
probably go to Juneau, the capital. She 
will seek employment there with some lo- 
cal firm, some Government agency or the 
Territorial Government. Ketchikan is 
a small community of about 5,000 people 
and, in her opinion, does not offer sut- 
ficient opportunity for office work. How- 
ever, a pulp mill is being erected and 
several Government agencies have offices 
there as well as the magazine Alaska 
Sportsman. Caroline will investigate em- 
ployment possibilities in Anchorage and 
Fairbanks, too, before settling down in 
Juneau definitely. All of Alaska is 
thriving and prospects for office work 
seem to her very bright. In her spare 
time she is studying bulletins issued by 
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Stenographe 


ta Alaska 


MARY J. SCOTT 


Caroline poses with 
a totem pole repre- 
senting a giant clam 
devouring an Indian 
boy. This photo was 
taken at 8 p.m. in 
July at Ketchikan, 
Alaska. 


Alaska Opportunities and 
P.O. Box 224, Seattle 11. 
Early last winter Caroline began to 
think about getting away from southern 
Arizona summer weather to a cool vaca- 
tion spot. Friends living in Ketchikan, 
southernmost town in Alaska, urged her 
to visit them. They promised interest- 
ing fishing trips and sightseeing in 
totem-pole country. In the spring she 
tried to make boat reservations from 
Seattle or Vancouver but it was too late. 
She was greatly disappointed to miss the 
voyage, but decided to go by plane. The 
cost of the two modes of transportation 
was about the same. Air travel, round 
trip from Seattle, costs a little over one 
hundred dollars, and only six hours were 
required to span the 800 miles in con 
trast to three days for the trip by boat. 
Caroline’s friends in Ketchikan own 
a launch which they used for their fish 


Highways, 


21 





AT HAND... 
IN THE RIGHT 
HANDS! 


with 


TELKEE 
Moore Key Control 


A METHOD FOR FILING AND CONTROLLING KEYS 


With Moore Key Control TeLKEg, you never 
have to worry where keys are...or who has 
them—they’re instantly available in neat, 
compact cabinets, easy to set up and operate. 
Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. | 


| only by plane, provide good trout. Resi- 








ON OFFICE SUPPLIES 


SAVE 


A Procurement Plan 
to fit the needs of 
every Purchasing 
Agent—from the very 
largest to the smallest 
firm, 


THos. J Morans Sons 


Seven Fourteen Girod Street 
New Orleans 12, La. 














Please send me a copy of your 
free, illustrated catalog. 


Name of individual 
Name of Firm 
Address 

City 

State 
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water and breezes too cold. 


ing and sightseeing trips. During the 
many sunny days and evenings they 
spend in the bay, they fish for hal#but 
and cod and trap crab. Most curious 
fish caught, but very delicious, are a deep 
sea variety called red snappers which 


| explode when the pressure to which they 


are accustomed is lowered at the water 
surface. They are gruesome looking 
with their popping eyes. <A long line 
is used and,it extends 700 to 1,500 ft. 
below while ‘fishermen kept it moving up 
and down. It is a tiresome process if 
snappers are slow to bite. Fortunately 
they are plentiful and bites are frequent. 
With characteristic American thorough- 
ness, however, fishermen are rapidly de 
pleting the supply of all fish in the 
Ketchikan area. Five varieties of sal- 
mon inhabit the water near Ketchikan. 
During Caroline’s visit in July they 
were swimming upstream to spawn. 
Caroline enjoyed inland fishing too. 
Dozens of blue mountain lakes, deep 
set in mountain valleys and accessible 


dents thought the weather was fine tor 
bathing, but Caroline thought both 
However, 
many days in July the temperature 
reaches 80°. 

Of great interest are the totem poles 
seattered in large numbers throughout 
the area. They are carved out of huge 


| cedar logs and painted in bright colors. 


Faces are always grotesque and repre- 
The In- 
dians do not use the poles as sacred sym- 
bols, as is generally supposed, but as a 
means of telling a story. They may por- 
tray some legend, famous deed or un- 
usual event. When we purchased the 
territory from Russia, Indians 
memorated the transaction with poles 
topped by Lincoln and American eagles. 
These poles are still standing after al- 
most a century. -None of the poles will 
last indefinitely in the very humid 
climate and, unfortunately, no effort is 
being made to preserve them. In the 
past as soon as poles decayed they were 


sent human or animal designs. 


com- 
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MITTAG & VOLGER, INC. 


Park Ridge, New Jersey 
Fine Carbon Papers and inked Ribbons 


CHICAGO 6, ILL 
558 W. Washington St 


BOSTON 10, MASS 
75 High Street 


NEW YORK 7,N.¥7 
261 Broadwoy 
KANSAS CITY 6, MO. SAN FRANCISCO 5, CALIF. LOS ANGELES 13, CALIF 
1013 Grond Ave 591 Mission Street 406 So. Moin St 


Ji 
“a 
CURL pss 


nit \ 


GREAT NAMES 
FOR SPARKLING 
PERFORMANCE 


Completely new! Entirely and little wonder 
M & V technicians asked thousands of users around the nation 


“What features do you want in carbon papers?” 


he result? A revolutionary carbon paper concept . . . papers as 


exciting to work with as they are lovely to look at. 


Slip-proof Miracle Tone curl-less back; amazing smudge re- 
sistance; clean edge, cut corner convenience; deep-down multiple 


copy ability; super durability; the ultimate in copy perfection. 
SEND FOR FREE SAMPLES! 


MITTAG & VOLGER, ING 


I want proof! Rush samples immediately 


I use a Recular O Noiseless oO Electric f ] 


Park Ridge, New Jersey 


typewriter and usually make copies 
Name 
Address 


City ij Zone_____ 
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out of 10 


Find 

Mirado 
Penci 
Smoother 


..-.and so will you! 


In Masked Pencil tests conducted by 
the Ross Federal Research Corp., 
executives from coast to coast con- 
sistently chose *Eagle *mIRADO as 
smoother than the other pencils they 
were using. Test MIRADO yourself. 
You, too, will find it smoother, 
stronger, and longer-wearing . . . or 
your money back. 


each East of the Rockies 


EAGLE PENCIL CO. 


New York . London Toronto *R 





removed and replaced by new ones, but 
modern Indians lack the patience and 
time to carve as did their forefathers. 
They are busy earning a living for they 
do not live on a reservation. Instruction 
in totem pole carving is now being given 
at the University of Alaska in Fair- 
banks. 

Caroline believes opportunites for 
work in Alaska are just as good as 
recreational facilities. A large num- 
ber of Federal agencies have offices all 
over Alaska. They include Indian Serv- 
ice which provides medical and educa- 
tional services for Eskimos and Indians, 
Fish and Wildlife Service, Geological 
Survey, Forest Service, Alaska Rail- 
road, Post Office and the military serv- 
ices. <Airbases were increased  enor- 
mously in size during the war years. 
Each one is a small city in itself. Large 
ones are located at Anchorage and Fair- 
banks and thousands of civilian person- 
nel are required to staff the offices. 
Salaries for these positions are about 
25% higher than in the States. 

Office positions are available in pri- 
vate business too. Hotels are open the 
year ’round but do their biggest business 
in summer. Commercial airlines do a 
thriving business in passengers and 
freight. Trucking companies have re- 
cently been organized. Ocean shipping 
is important although small. Dog team 
trade, mainly a sport nowadays, centers 
at Nome and Fairbanks. Heating is an 
important industry. Oil is widely used 
for this purpose, so oil companies offer 
excellent employment prospects. Florist 
trade is profitable in Alaska. Formal af- 
fairs are very popular, and corsages 
and floral decorations are regarded as 
necessities on such oeceasions. Mink are 
raised—it is lucrative though odorifer- 
ous—but owners of these ranches 
their own office work. Fish canneries 
are big business in all coastal cities, 
especially at Ketchikan, but work is sea- 
sonal and therefore undesirable. There 
are the usual legal, real estate and in 
surance offices, department stores, fur 
110) 


do 


(Continued on page 
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dang cares 


abula 
DESIGNED FOR: 
RUGGED, CONTINUOUS USE! 








write 


for detailed 
informative brochure 


REINFORCED, HEAVY GAUGE STEEL CONSTRUCTION 
BALL BEARING SUSPENSION 
DRAWER MAY BE FULLY EXTENDED 


DRAWERS HAVE: positive compressor; attractive 
aluminum hardware; flanged hand hole. 


724 SOUTH COLUMBUS AVE. CAPACITY: 20 drawer file—78,000 cards 
MOUNT VERNON, NEW YORK 10 drawer file—39,000 cards 


MANUFACTURERS OF A COMPLETE LINE OF TABULATING CARD OFFICE EQUIPMENT 
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H.C. Allen presenss 


Here’s the typewriter news of the year —the ALL-NEW R. C. Allen 
Visomatic with exclusive Visomatic Margin! Now you can own a 
DeLuxe typewriter embodying more advanced features than any type- 
writer on the market today —and yet the price is that of ordinary 
standard typewriters! 





Try this All-New R. C. Allen Visomatic Typewriter first. The typist 
whose work demands the ultimate in distinctive appearance will dis- 
cover typing at its very best. 





What “‘Visomatic Margin’’ Means to YOU. 


Now, with the New Visomatic Typewriter, the one- 
hand margin mechanism is completely automatic. 
Simply touch margin set keys located near carriage 
release keys on either side of carriage and move 
carriage to desired location. Stop indicators show 
exact location on margin scale. Your typing flows 
smoothly, swiftly. 


New, One-Hand Platen Removal 
~~ Touch one lever on the new Viso- 
matic Typewriter and out comes 
the platen. Ends ribbon smudge, 
permits fast, easy change of piaten. 


Dust-Free Streamlined Housing 
~—The vital mechanism at the rear 
of the typewriter is shielded from 
dust and grime with this new stream 
lined housing. 


Full-View Tab Control! Panel 
— Easy-to-reach tab set and tab 
clear keys are at your fingertips. 
You can clear all or any selected tabs 
at a touch. 


New Line Space Mechanism—tine 
spacing os simple as 1-2-3. Change 
from single to double to triple space 
with instant adjustment. 


Finger-Formed Key Tops—Broader, 
concave key tops with lifetime let- 
tering insure more accurate, faster 
typing. Note larger tab and back 
space key design. 


& 


Perfect Key Alignment — Every 


scientific means used to insure per- 


fect alignment, uniform key pressure, 
even and uniform impressions. 
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the all-new \/isoOmatic_ typewriter 


with the sensational, exclusive “Visomatic Margin” 


yAclomm Si. 13 


Finished in Smart New Colors! The Typewriter Value of the Year! 

The new Visomatic Typewriter is finished in the new Feature for feature, the R. C. Allen Visomatic type- 

eye-easy Mist Gray shade to blend perfectly with your writer gives you more for your money .. . more daily 

office decoration. Also available in distinctive Cocoa typing output . .. more typing accuracy . .. more 

Velvet or traditional Cool Green when specified. speed . .. more typing ease. Let the Visomatic prove 
itself in your office. 


Write for full details in colorful FREE literature today! 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Mich. 
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Tio tale is told of three laborers 
who, when asked what they were doing, replied 
as follows: — The first grumbled that he was working 
for six shillings a day. . . The second grunted 
that he was toting bricks to his dad on yonder ledge . . 
The third, with pride in his voice and stars in his eyes, 


said “I, sir, am helping to build a cathedral!” 





Passe of workmanship! How vitally this 
unseen factor contributes to the enduring excellence of PANAMA- 
BEAVER Ribbons and Carbons! Brilliantly originated, meticulously 
planned, scientifically manufactured with built-in Will to Serve 
—such precious products could never reflect the obvious defects 
of mass-production — because we, too, are 


“helping to build a cathedral.” 





PANAMA-BEAVER 


MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 


UNI-MASTERS INKED RIBBONS 





Ueno. 


PRE-TESTED BUSINESS PAPERS 


There is a Nekoosa Business Paper for 
every office need. If you are not familiar with 
the complete line, ask your printer or 
Nekoosa paper merchant to show you samples. 


NEKOOSA BOND @ NEKOOSA LEDGER @® NEKOOSA MIMEO 
NEKOOSA DUPLICATOR ® NEKOOSA MANIFOLD ® NEKOOSA OFFSET 





NEKOOSA-EDWARDS PAPER COMPANY, PORT EDWARDS, WISCONSIN 
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it’s easy to 
understand why 


| VUL-COT 


TRAOH Mame 


BASKETS 
sell... more profitably 


Stationery dealers find it profit- 

Vul-Cot Wast - , : 
eredaednann thas ee vend V made of hard vulcanized 
kets ... and, it's readily under- fibre 
standable when you know their \/ last longer, grecically in- 
many exceptional and desirable destructible 


features: \/ bonded seam construction 
improves looks and strength 


\V/ colors do not chip off, rims 
do not break 


\/ will not splinter, dent, rust 
or corrode 


V/ lightweight, easy to handle 
and clean 


\/ guaranteed for five years 


——— 
“ Mul-Cot advertising pre-sells your 
prospects. Makes Vul-Cots the easy 
. profitable line to handle. If you 
attend the N.S.O.E.A. Convention be 
sure to see the Vul-Cot Waste Bas- 
kets at Booth 56. If you can't go to 
room use. Takes up small space, is neat the Convention write for the com- 
and attractive. Two sizes, Nos. 2 and 3. / plete Vul-Cot story. 


ROUND TAPER Most popular of all 
Vul-Cots for general office and school- 


si / 
—-- —— 


FOR SALE NATIONAL VULCANIZED FIBRE CO. 
BY STATIONERS P. O. Box 311 Dept. SC 
EVERY WHERE Wilmington, Delaware 
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The new ODHNER gives your customers 
the 4 things they want most in an 


adding machine! 


y 





_ 
eyes 


> 7, LESS NOISE 


The unique rotary drive cuts out back and 
forth vibration that causes the noise in or- 
dinary adding machines. The entire work- 
ing mechanism is suspended on rubber 
shock absorbers to deaden sound. 


2. MORE SPEED Fingers can fly over an Odhner keyboard 


because it is made to fit the human hand — key height corresponds with 
finger length and all keys are within easy reach. 


3. EASIER 70 OPERATE Less pressure is needed to press 


the keys and double-duty keys cut waste motion. 


4. EASIER 70 SERVICE It is built in three 


sections to make servicing easier and faster. Fully equipped 
factory service. Ten-year spare parts supply available. 


In addition to the above features, all 
models are electric, with direct subtrac- 
tion. There is a model for every need, all 
competitively priced. 


Made by the makers of FACIT (made in 
Sweden) world-famous 10 key touch cal- 
culator. 


THe Orrice—September, 1953 


SOME DEALERSHIPS§;STILL OPEN! 
Write for details. 

Odhner Division, Dept. G 

FACIT, INC. 


500 Fifth Avenue 
New York 36, N.Y. ) 
LOngacre 5-1095 





s gambling still in fashion ? 


Luck isn’t always a lady in 
the high-stake game of high 
fashion. Just ask any manu- 
facturer in the ready-to-wear 
business, 

To hedge its bets, the 
Fashionbilt Garment Com- 
pany (Kansas City, Mo.), 
wanted to know how its 
styles were moving early in 
the season. Where sales were 
too slow, informed manage- 
ment could cancel or curtail 
production. 

Without adequate order 
analysis, Fashionbilt was 
miscalculating by anywhere 


from 300 to 400 garments a 
year. That was before mod- 
ern McBee Keysort methods 
arrived with stitch-in-time 
controls. Now, with twice 
the volume, Fashionbilt’s 
figures were off by only four 
on last year’s final recap. 
Keysort has more than 
paid for itself by elimination 
of over-cutting of cloth. 
Keysort Order and Ship- 
ment Analysis Cards, one 
for each garment, are pre- 
pared from the salesmen’s 
order sheets. These cards, 
speedily and easily sorted by 
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‘ 
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regular office personnel with- 
out costly machines, enable 
Fashionbilt to analyze orders 
on hand at any time. Ship- 
ments move out promptly 
without a delay for invoic- 
ing. Invoice and merchan- 
dise go out the same day. 

Fashionbilt’s production 
has doubled with no need 
for additional help in the 
shipping department. 

The trained McBee repre- 
sentative near you will show 
you how McBee methods 
can help you. Ask him to 
drop in. Or write us. 


THE McBEE 
COMPANY 


Sole Manufacturer of Keysort— 
The Marginally Punched Card 
295 Madison Ave., New York 17. 


Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 
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Pick up a ‘phone 


and dictate 











J 





... but be sure 
theres a 


DICTAPHONE 


TIME-MASTER 
at the other end 
of the line! 








DICTAPHONE 


CORPORATION 


Greatest name in dictation 
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Dictation by telephone has been perfected 
by Dictaphone. The adaptable Telecord Sys- 
tem links any number of dictators to one or 
more central recording machines. using sim- 
ple, low-cost desk telephones. 
Check these Dictaphone Telecord high- 
lights— 
Vv Exclusive, easy-to-use complete con- 
trols. 
V Private line service for every dictator. 
Vv Simple, tamper-proof operation. 
¥ You merely talk into a phone... get 
back a typewritten letter. 
¥ Output per man goes up, costs per let- 
ter go down. 


And remember, only Dictaphone Telecord 
has the TIME-MASTER— the world’s favorite dic- 
tating machine—on the other end of the line! 

Have a Dictaphone Telecord survey made 


of your office, without obligation, 


Dictaphone Corp., Dept. 1 93 
420 Lexington Ave., N. Y. 17, N.Y. 


Please send me my free copy of 
‘Dictation by Phone.” 





Cc 





td ¥ 
Street Addr 


City & Zone 
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This tape, printed by the only Fully Automatic 
Printing Calculator, the Olivetti, provides a com- 
plete record of all calculations in Multiplication, 
Division, Addition and Subtraction. Totals, Sub- 
totals and Credit Balances are printed in red. 


This is the speedy 10-key keyboard. Division is 
performed and completed, and the machine cleared, 


in one continuous automatic operation. Addition 
and Subtraction gain extra speed and accuracy 
through double and triple zero keys. Automatic key- 
board lock prevents false entries due to incomplete 
depression of a key. 


This multiplication keyboard, found in no other 
Printing Calculator, eliminates mental counting; 
and the mechanism employs a fully automatic 
short-cut that increases speed 35%. The result can 
be obtained as a Total, or as a Sub-total for com- 
bined operations. 


This name, Olivetti, identifies Europe's largest 
manufacturer of office machines, founded in 1908. 
Olivetti products, sold and serviced in 106 countries 
and in over 400 cities in America, have a world- 
wide reputation for excellence. For information, 
write: Dept. S, Olivetti Corporation of America, 
580 Fifth Avenue, New York 36, N. Y. 
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BUY 
CARBON PAPER FOR THE TROPICS 


that is made to be used in temperatures 
of 85 to 100 degrees Fahrenheit 


(without rollmarks or smutting.) 


Where it is necessary to use 
carbon paper in the tropics, USE 


KEE lox, DRI KLEEN CARBON. 


CLEAN IN ANY TROPICAL TEMPERATURE 
NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 





MANUFACTURED IN 4, 5, 6 AND 8-LB. WEIGHTS 
Genuinely BONE CLEAN. 





Will be pleased to send Samples Free. 
EXTRA discount to Foreign Buyers. 





KEE ].OX, EXPORT DEPT. 


ROCHESTER 1, N.Y., U.S.A. 
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SPEED YOUR WORK 


@ INVOICES @ PURCHASE ORDERS 
@ BILLS OF LADING @ REPLY MESSAGES 


2, 3,4 or 5 PART—CARBON INTERLEAVED 
WITH YOUR IMPRINT 


NEW LOW PRICES 


2 part 3 part 4 part 


10.25 17.25 22.10 
15.50 28.75 33.90 
65.00 81.25 105.00 


OTHER STANDARD FORMS 
AT COMPARABLE LOW PRICES 





























Vy ae o-) an ie) °1,", 1 STANDARD CONTINUOUS 
STATE FORM COMBINATIONS FORMS & REGISTERS 


s 


ALL TYPES & MODELS 
LOW PRICED 





Manufacturers of custom-printed and standard, snap-out and continuous forms 


including IBM, N.C.R. and other bookkeeping forms 


WRITE FOR NEW CATALOGUE B-9 


Comat Led Lu sine Systems Ove 


30 Vesey Steel, Telephone: BArclay 7-3687 ew York 7, MY 
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Free your office 
from typing fatigue 


Typing fatigue is costly in any office . . . 
in needless errors, in lagging speed, in 
wasted supplies, in drooping spirits. But 
you can free your office from these expen- 
sive handicaps by installing IBM Electric 
‘Typewriters! 

IBM’s remove the cause of typing fatigue 
... they have the lightest touch, the easiest 
keyboard slope. 

More and more offices today are standard- 
izing on IBM’s because they find more 
work gets done faster, and looks better. 
Office morale is higher, job turnover lower. 
Wouldn’t IBM's be a fine thing for your 
office, too? 


For demonstration and booklet, write, 
IBM, Dept. OF-3, 590 Madison Avenue, 
New York 22, N. Y. 
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all perfect copies. sa 


They mimic Mama to a quack! Just as every carbon copy 
(even the last!) that you make with Queen Carbon Paper 
duplicates with remarkable clarity the original message— 
time and again! Queen has dedicated itself to producing the 
ultimate in duplicating materials; in our laboratories 

great strides are being made to perfect them still 

further. That’s why you can count on Queen to 

bring you the /atest developments first. Follow 

America s business leaders to increased 

office efficiency with Queen! 


ASK YOUR PURCHASING AGENT TO SEND Q] 
FOR FREE SAMPLES OF QUEEN QUALITY Aqueen 
CARBON PAPER available in 4 weights RIBBON & CARBON CO., Inc. 


and finishes for all business needs. a a. Loa 


Manvtocturers of: INKED RIBBONS, CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, SPIRIT and HECTOGRAPH DUPLICATING CARBONS 
FACTORIES: Garden City, New York * Chicago, Hlinois * Atlanta, Georgia 
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“People buy Clary because it’s 
so much simpler to use” 


says JEROME W. RUDRAUFF 


Prominent business machine dealer 
of San Diego, California 


“People we've sold Clarys to are getting 
their work done much faster. Reasons 
for this are Clary’s simple, easy-to-learn 
keyboard and Clary’s speed... it’s the 
world’s fastest adding machine. 

“When I demonstrate a Clary I not 
only show how much faster it spins out 
entries...190 per minute...I also 
show how basically simple the Clary 
actually is when compared with ordinary 
machines cluttered with levers, cranks 
and switches. 

“First, Clary’s famous easy-to-read 
Hand-Span Keyboard is laid out like a 
familiar ledger page . . . so that even be- 
ginners can operate a Clary instantly. 
And Clary’s fully-motorized, plainly 
marked control bars serve only one 
function... this eliminates the chance 
of confusion. 

“Then there’s Clary’s thumb add bar, 
placed at the bottom of the keyboard. 
This is a natural position for the thumb, 
saving a lot of hand motions so that 
whole items can be entered with one 
stroke instead of 4 or 5. 
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“This built-in simplicity means there 
are no trick systems to learn. Even be- 
ginners can do your work nearly twice 
as fast on a Clary!” 

Prove it for yourself. Put a Clary next 
to one of your present machines. See 
how much easier it is to use... hear 
how much quieter it operates... and 
discover how much faster your work 
gets done. Just fill out the coupon or see 
your Clary representative's listing in 
your phone book yellow pages. 


does your work faster 


CLARY MULTIPLIER CORP., SAN GABRIEL, CALIF. 


——W -------------, 


Clary Multiplier Corporation, Dept. 0-93 ! 
San Gabriel, California [ 


Please send me immediately full information 
about Clary Adding Machines. 


Address 


City ( ) State 


r 
| 
| 
| 
| 
| 
| Name 
| 
| 
| 
1 


39 
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=~" NATIONAL BUSINESS SHOW 


This internationally famous exposition, the first and largest Show of its kind in the 
United States, is expected and welcomed year after year by business management. 
They know it as “their'’ Show because it presents to the entire business community 
the latest developments in everything needed to construct, maintain and operate the 
modern office. 


Most progressive firms will exhibit so that you may see the latest and best develop- 
ments. They will be glad to furnish complimentary tickets. 


26 leading management associations throughout the country have planned to have 
their members attend. 


OCTOBER 19th thru OCTOBER 24th | GRAND CENTRAL PALACE 


Daily 1 P.M. to: 10 P.M. * Saturday 1 P.M. to 6 P.M. 480 Lexington Ave., New York 18, N. Y. 


New York City, the world’s 
capital of business and 
finance, celebrates its 300th 
Anniversary and honors the 
National Business Show for a 
half-century of service by 
proclaiming Oct. 18-24, 1953 


BUSINESS WEEK 


RUDOLPH LANG, Managing Director, 33 West 42nd St., N. Y. C.* PE 6-6760 
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operate 
Fr ap a TO pe OF 
Rdg ntin : 
maplicating facili 7ié 


YOU NEED THIS 


Challenge 


EQUIPMENT 


PAPER CUTTERS: 


11 models — 7 sizes ... from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


PAPER DRILLS: { 
For standard run of loose- 
leaf work. Also adapt- \ - 
able for variety of TRADE-MARK (R) 
novelty jobs. 9 styles , “ae je 
matibiatis ic hashil dealers in all principal cities 


foot, power models. a 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


: pot, Send details as checked below: 
PRESSES: A 2 ; [] Paper Cutters Paper Drills 
Always a sharp — Proof Presses Paper Punches 
clean impression; " 
easy operation. 


Full selection of 5 = 
styles — 5 sizes. Full Address 
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BATES we 
NUMBERING 


MACHINES od 
The world’s standard 


for excellence 


<i sates | . 0 ears 


BATES MERCURY STAPLERS PERFORATOR 


MODEL C STAPLER Wide range of models for Easiest action, large waste 


every requirement 
BATES REFILL Makes its own staples nore 


5000 rustiess Brass staples One loading—5000 staples 
each loading 


container. Compact, economical 


» BATES quality ~ 
is an assurance 

ef Tong life 

unmet | nd customer 


. 


Reversible, renewable filler : 
oe satisfacti 
dear impressions. ‘ on 


neem ; 
~ : All Bates products 
BATES rs : give lasting 


automatic a” : eis satisfaction ond 


EVELETER 


Feeds, inserts and % F 
' crimps eyelet highest stondords. 
Powerful, easy to use— in one automatic 


LIST FINDERS 


perforates up to action Data desired is instantly Backed by 60 years 
%” of paper. before you. of manufacturing 


BATES | 


quality products 
BATES STAPLE 


REMOVER AND PUNCH ; Orange, New Jersey 
New York Office, 30 Vesey Street 


Instantly removes any staple. 
Punches a hole up to 


BATES NUMBERING MACHINES — STAPLERS 
LIST FINDERS — PERFORATORS — EYELETERS — ETC. 


a thickness of 
eight pieces of paper. 


THe Orrice—September, 1953 








more and more secretaries prefer 


“Con ty Ube 
SoundScriber 


DICTATING EQUIPMENT 


Winner of Fashion 
Academy Medal 
for beauty of design. 


Exclusive “Television Indexing” makes 
your secretary’s transcription as effortless as glancing 
into her compact. No irritating index strips. No straining to hear 
. reception’s bell-clear. No hair-rumpling headbands. And 
SoundScriber saves so much time for her and for you. You dictate 
when you’re ready, she transcribes to fit her schedule. Both of you 
get more done, faster, with less effort than ever! 
The coupon is your first step toward making 
your secretary even more efficient. Mail it today. SoundScriber Corp., Dept.O9, 
New Haven 4, Conn. 
Only SoundScriber Offers You: Please send me Motion Study Charts 


. Automatic On-the-Disc 4. ‘Television Indexing’ N 
Indexing. ; ame.. 
. . and it’s the only dictation 
disc useable on long-playing Address 
Mail-Chute Size Discs phonographs~— it's 33/3 rpm 


SEND TODAY meee 





. Two Arm Flexibility. 





DEALERS! Why not sell the only 


Harmon P. Elliott 
143 Albany St. 
Cambridge 39, Mass. 


Scien: FRONT 


An Elliott address card is actually 
also an index card, and a file of Elliott 
address cards can therefore be kept up 
to date and in alphabetical order at 
all times. 


We supply this simple clamp that 
snaps over the platen of any type- 
writer. 


Then the address cards are inserted 
and turned into typing position. With 
the ribbon ‘‘ON"’ they are indexed 
and with the ribbon ‘‘OFF’’ they are 
stenciled. 


Then they are filed in sectional steel 
filing cabinets exactly like index 
cards, and you can add sectional 
cabinets as your list grows. 


+t 


is available to Dealers? 


D> 


Elliott address cards are inserted in 
this $50.00 Elliott addressing ma- 
chine by the trayful. 


Each time the lever is pressed, a dif- 
ferent address is printed. 


And the address cards are removed 
from the addressing machine in the 
same way. 

Hundreds of Office Equipment Dealers are 
now selling the Addresserette. 


* ADDRESSING 
MACHINE CO. 
Dept.£,199 Albany St., Cambridge 39, Mass. 
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NOW! a Full Keyboard 


Calculator for only *219%2 
a MONROE Exclusive! 


Here’s a real sales maker 

for office equipment dealers. 

And an exceptional value for the 
small businessman or merchant! 
It’s Monroe’s unique Model 

LE 1307 small, hand-operated 
calculator with full keyboard. It's 
got all the sales-appeal and 
advantages of the world-famous 
Monroe line. Its capacity 

(7 column keyboard and 13 result 
dials) makes it useful for a wide 
variety of figuring work. You 

can be sure of extra profits with 
this Monroe machine on your sales 
floor. Mail the coupon today for 
full information on the 


Monroe LE 1307. 


MONROE 


CALCULATING and 
ADDING MACHINES 
Monroe Calculating Machine C y, Inc. 


Dealer Sales Division 
555 Mitchell Street, Orange, New Jersey 
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Monroe Calculating Machine Company, Inc. 
Dealer Sales Division 
555 Mitchell Street, Orange, N. J. 


Gentlemen: 


We're interested. Please rush complete dealer information on 
the LE 1307 Monroe Calculator. 


ee ee | 


Company 


Street 


Pee eae eae | 


] 
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Yes, itis true san 
Flagship Carbon Paper 


FLAGSHIP isn’t just a new carbon paper product—it’s a whole 
new concept of carbon paper manufacture and merchandising! 


Designed to do specific things for the user, this revolutionary new 
sheet was designed to do important things for the dealer, too. For 
example: 


~ Flagship sells on sight. Its crisp, gleaming, efficient-looking 
metallic back tells its own story, makes it easier to sell this quality 
sheet than one with price appeal alone. 


¥ Flagship stays sold. [ts versatility — and its superior working, 
handling and lasting qualities — quickly become apparent. You 
save follow-up service, add to your biggest asset — customer good- 
will. 

¥ Flagship breeds repeat sales. When customers come back 
they tell you why they want this superior brand. Easy repeat selling 
leaves time free to make still more friends for your business. 


Want all the details? Want to see how you can take the “fuss” 
out of carbon paper merchandising? Want to see how you can 
do a bigger job with a smaller inventory? Just write or wire today. 
Some protected dealerships are still available. 


CARBON AND RIBBON MANUFACTURING CORPORATION 
ALLIE General Offices and Factory: 165 Duane Street, New York 13 


Western Office & Warehouse: 3404 So. Main, Los Angeles 7 
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You will never miss sales if you're a Vogel-Peterson dealer because these are 
complete lines, with superior wardrobe equipment to exactly meet every 


individual need 


Starting with the creation and patenting of the modern 


checkroom Vogel-Peterson developed, pioneered, advertised and sold the 
wardrobe rack method of keeping wraps dry, aired and “‘in press’’. Now 
standard in every modern commercial, industrial, public or institutional 


building in America 


Always quality products, smartly designed, sturdily 


built and beautifully finished, Office Valet, and Checkerette wardrobe units 
are universally accepted as the finest most efficient equipment available 





No. $-6 
Office Valet Costumer 


Replacing costumers in 
private and smoll offices 
accommodates 6 coats, 
6 hats, umbrellas and 
overshoes. 


No. 3-U 
Office Valet Rack 


Accommodates 3 
people per sq. ft 
or 6 per running 
foot in double 
back-to-back 





units. Any length, 
by the foot. 


AAMC No. 342 


si Valet Wall Rack 


Mounts on wall a:commodates 
3 coats and 3 hats per foot 
In cabinet wardrobes or closets 
gives checkroom efficiency. 





No. 6-12 
Lockerette 


Combine best 


lockers 

racks. 

Keeps wraps 

» aired, dry, in 

8 

+s" 

lock boxes 

keep per- 

sonal effects 
private. 





No. $-4-CT 
Checkerette 


Stores away like 
folding chair. Set 
up anywhere with 
out tools in a min 
ute. Holds 24 hats 
and coats on 
hangers (or 32 on 
hooks) in 4 ft 








No. D-4-CT 
Checkerette 


More capacity 
than any other 4 
ft. rack (up to 64) 
Fold-away, ad 
justable height 
shelves, caster 
base and other 
features 





No. H-4-CT 
Checkerette 
Hatter 


Holds 50 hats 
Also widely 
bought on casters 
as portable, sta 
tionary, display, 
gathering service 
and vault rack 
Fold-away fea 
ture, Also made 
in 3 ft. unit 

















No. W-4-CT 
Checkerette Wall Rack 


Most flexible rack built. Lengths to 
fit in anywhere. Hangers or hooks, 
single or double hanger bars and 
end bars. Mounts any height 
Extends only 11” from wall 


Write for Catalog Sheets showing 


modern wardrobe equipment for the office, factory and home 


VOGEL-PETERSON 


Chicago 9, Ill. 
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No. 98 

Checkerette Stormrak 

Placed at door saves 

floors and carpets. Holds 
j, 8 umbrellas, 9 pair 
” overshoes 


No. 4 

Umbrella Rack 

Sizes to hold 24 or 16 

umbrellas. Compact effi 
cient removable deep pan y 


BOOTH NO. SIVA 
N.S 0 EA CONVENTION 
CHICAGO 


COMPANY 





When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of abserb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


J. 


LABORATORIES IN 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


THE UNITED STATES 
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This 


Revolutionsze 


ie EX Combinalse 


Your 


» That Will 


R ecord-Keepts 


arr are made to be kept—not 
just any old way, but neatly, accessibly, systematically, safely. The one 
sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets. It assures security, availability, 
system, proper sequence. 
temper and money. 


It saves time, 


Acco-binding can be used in every de- 
partment of your business-—for temporary 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that “ACCO-bound papers are 
SAFE papers.” 


Why not settle now the vital matter of 
reco.d-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


Ail yvod stationers have Accobind Folders and Acco Fasteners (30 styles) jor your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. 





THe Orrice—September, 1953 





Greatest Work-Saver Ever Offered 


A PRICE EVERY OFFICE CAN AFFORD! 


0) 


AUTOMATIC FEED—HAND OP- 
ERATED FOR PERFECT CON- 
TROL—No electric outlet needed— 
no motor or mechanism to adjust 
or repair. No hazards. 

SIMPLE TO USE—Anyone can run 
it after a few minutes direction 
Built-in reference chart shows 
proper settings for 8 basic folds on 
sheets up to 8'2"” x 14”. Two knobs 
set it for any type of fold. 

SINGLE OPERATION FOLDS 
AND ADDS VERTICAL CREASE 
Exclusive ‘‘Vertical Creaser’’ creases 
for vertical fold and No. 6 envelope. 


out on time! Handles all types 


‘©O-m 
DESK MODEL FOLDING MACHINE 


Compact, economical Fold-O-Matic gets mail and girls 


ohare 


of office folding jobs 


fast: letters, statements, invoices, circulars, bulletins, 
etc. Speeds output, cuts clerical costs. Perfect for club, 
lettershop, public steno or business office. Where high- 
wage workers now waste expensive time hand-folding 
500 sheets per hour, Fold-O-Matic will turn out 500 


perfectly folded pieces in just 
5 minutes! 





See use at the National Stationers Convention 


in Booth 69 


THE PRINT-O-MATIC CO., INC. 


Merchandise Mart 
e West Coast 
Representative 

Charles T. 

Byram 
420 Market St. 57 
San Francisco 

if, Calif. 


@ Chicago 54, tll. 

e Canadian e Eastern 
Distributor Representative 
Nauta Samuel 
Brothers Kirschner 
Queen 601 Bright. 
Street, West water Ct. 
Toronto, Can. Brooklyn, N.Y 


THe 


VOLUME IS LOW 


OFFICE 


PAYS FOR ITSELF 
QUICKLY, EVEN WHERE 


costs only 


‘110° 


Plus Fed Excise 
Tox $6 60 
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“ spationals save us their cost every year” 


—RAYTHEON 


“We use National Accounting Machines on both Ac- 
counts Receivable and Accounts Payable. Because of 
their many automatic features and other advantages, our 
Nationals save us their cost every year, thus returning 
about 100% annually on the investment. 

“Nationals’ ease and simplicity of operation have sim- 
plified the training of operators. Furthermore, operators 
are happier because they 
accomplish their work Caroma. 
with less effort.” = 

President 
RAYTHEON -—largest maker of marine radar, leading supplier of 


radio and television tubes, producer of electronic equipment for 
government, industry and the home. 


MANUFACTURING CO., Waltham, Mass. 
**Excellence in Electronics’’ 


Regardless of the type of your busi- 
ness, there is a National System that 
cuts costs, pays for itself out of the 
money it saves, then continues savings 
as handsome annual profit. Let your 
nearby National representative show 
what you can save with the National 
Machines suited to your needs. 
TRADE MARK EG. 0.8, ook: ore. 


THE NATIONAL CASH REGISTER COMPANY, vayron 9, on10 
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ROSE know-how’ 


makes a world of J//FAREVCE 


Ds a a 
a * 
Really scientific achievement is considered 
accomplished only after timeless research 
and indefatigable testing. ROSE 
Products are produced that way! Labora- 


tory tested . .. proven .. . dependable. 
Rose Products are dependable because 
they rank highest in performance and 


satisfaction. 








Specialists in the manufacture of: 


MASTER UNITS (Plain and Printed) 
SPIRIT CARBONS 

HECTOGRAPH CARBONS 
Hektowriter Rolls 

Also Duplicating Fluid and Hand 


Cream 


R45SE tinrenne oa 


Cifjere™ 
General Offices and Factory...Harrison, N. J. | 





= wana Rem di i rt ine hal le nme ne 
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Each Worker Produces 
25 to 55% More 


—with ROL-DEX* by Watson! 


established 1|887 





For fast, efficient, economical record keeping, use ROL-DEX by Watson, the 
modern, machine-filing method. Records roll to the seated operator on silent ball 
bearings—no walking, stooping or squatting! Use your present records; no new 


forms to buy. Inquire—now! 


See ROL-DEX at the "Pat. and Pats. Pending ROL-OEX, 


LOMA Convention | WATSON MANUFACTURING CO., Inc. QS 


Rol-Dex Division, Dept. O-8 
Cincinnati, Sept. 21-23 Jamestown, New York 
and the 


National Stationers 


Please send me information about ROL-DEX record units 
Company 

Nam Title 

Street Zone 


State 
Chicago, Sept. 26-30 WEEP OP OPO OC OCOSCOOOSOSCOOOOCOCCC CCT Terr rr rere | 


Convention 


Q 
< 


Watson also t:uilds a complete line of filing cabirets 
and courthouse, bank and hospital equipment. 
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@ GESTETNER 
DUPLICATING INK 


@ MECHANICAL 
NEGATIVE STENCILS 


@ NYLON RIBBONS 


Klean-Write Gestetner paste ink is now supplied in 
attractive lithographed direct feed tubes...no 
odaptors necessary...the tube screws right into the 
machine. Sharpest, cleanest write of any Gestetner 
ink on the market! 





Klean-Write mechanical negative stencils come in 
orange or green and can be used with any photo- 
sensitized piate. Absolutely repel all light, produc- 
ing perfect plates. The cheapest way of making 
negatives for plates! 





Klean-Write nylon ribbons, the “nylon with ab- 
sorbency,” are extra sharp writing and extra long 
wearing. Produced for all makes of typewriters in 
a variety of colors. In addition to the record rib- 
bons, the nylon black offset is tops in its field, 
producing copies on offset paper plates equal to the 
finest carbon ribbons! 


The Frankel “team” 
boasts a balanced 
line and backfield 
of stars in the 


duplicating supplies 


league! Be smart... 
team up with 

the “Frankel 
All-Stars!’ 





There are still a few exclusive territories available. For further information, write us direct 


or look us up at Booth 66 at the National Stationers’ Convention! 


FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. * DENVER, COLORADO 
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DID YOU KNOW THAT THE NEW 


RUS GINA 


CASH REGISTER 1S ALSO AN **Easy View’ curved 


and . amount rung up. 


New ribbon printing me- 
chanism provides single 
and double cash receipts: 
one for your customer, 
one for your records. 


**Greased Lightning"’ 
push button operation 
with keys scientifically 
designed and numbered 
for minimum finger anda 
eye fatigue. 


A masterpiece of stream- 
lined design with gleam- 
ing enamel finish, 
chrome plated rust-re- 
sistant trim. 


THE REGNA 

IS THE MOST 

Here at last is the all-purpose BEAUTIFULLY DESIGNED 
machine specifically designed for CASH REGISTER TODAY! 


those small and average-size merchants 

who comprise the bulk of your volume market! 

A machine so versatile, so magnificently engineered and designed, it's destined to tolly up the 
biggest sales record in your experience! Exaggeration? Just compare Regna feature for feature, 
price for price with any other similar machine on the market today. You'll be convinced that 
with Regna you have the trump card, the shot-in-the-arm your business needs! 


Nationally advertised to millions of retailers in every field... 
fully backed with dealer promotional material. Easy 
time-payment plan for your customers. 


THE FACTS ABOUT REGNA 
N COUPON NOW! 


Regna Cash Registers, inc. | 
175 Fifth Avenue New York 10, N. Y. 


GET ALL 
FILL | 


Gentlemen: 
Please rush more information on the new Regna and tell me 


, J] Please rush crmation 9 
REGNA CASH REGISTERS, Inc.| ee can become a Regna deoler. 


| 
175 Fifth Avenve a ! 
- 











City. Zone. State 


New York 10, N. Y ne 








Sr ee etn SD ete ne eR AREY GRR EY aeRO 
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‘\\ find that 
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RAPID ROLLER CO. 


FEDERAL AT 26TH CHICAGO 16, ILL. 


THe Orrice—September, 1953 





METAL-LUX LINE 


America’s de luxe metal chair line now gives you 
more to sell with these outstanding new numbers. 
They live up to MILWAUKEE'S reputation for creating 
that “selling look,” and, of course, they embody 


all of MILWAUKEE'S superior comfort and construction 


features. Your metal chair sales will show a 
definite boost when you stock 
and display these all-new, 


user-appealing numbers .. . 


Visit us in 

Room 535-A 
Conrad 
Hilton 
Hotei, 
NSOEA r 

Conveation, | 


The complete MILWAUKEE Sept. 26-30. 
METAL-LUX line is o solid 
selling success. If you haven't yet 
shared in METAL-LUX profits, 
get the full details today. 


Write for complete descriptive literature 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Campbell Ave., Chicago 12, Illinois 
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Plan for better business... with 


Office equipment you can really sell . . . Security CRESTLINE. Design, 
workmanship, efficiency, planning . . . point for point CRESTLINE Office 
Furniture meets every specification of even your most exacting customer. 
“There is nothing finer” . . . that idea which 
introduced CRESTLINE is still as true today. 
It is the strongest sales tool in your salesmen’s kits. 
In CRESTLINE you have a product that 


can be solidly sold. 
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/” Mr Dealer‘ 


\ 
our heart : 


belongs to , 
/ 


YOu » 


- 
- 


— a 


“=e ae a 
Mr. Dealer . . . you are our first considera- 
tion . . . we cater to your needs by supply- 
ing you with YOUR OWN BRAND of Carbon 
Paper, Inked Ribbons and Carbonized Rolls. 


And here’s how YOU benefit . . . STORMS 
furnishes the packaging and imprinting of 
these items with YOUR OWN BRAND NAME 

. so that you can successfully compete 
with other brands. In this way YOU control 
the distribution, sale and repeat sale of these 
items. 


STORMS produces the finest grade merchan- 
dise, based on experience of over half a cen- 
tury ... and is equipped to furnish you with 
a complete line of Carbon Paper, Inked Rib- 
bons and Carbonized Rolls. 


Dealers all over the country are now success- 
fully using the STORMS PRIVATE BRAND 
PROGRAM. It will pay you to investigate 
this plan today. Please use the coupon for 
complete details . . . or write on your letter- 
head to Department 05. 


H. M. STORMS COMPANY 
Storms Building, Brooklyn 38, N. Y. 


G. tt 
MANUFACTURERS OF Wie enn tanerewted ta the S1ORMS PRIVATE CAND SeoenaM 


Suge THE COMPLETE LINE... ee a 
=<" STANDS THE TEST OF TIME Nome 


H.M.STORMS COMPANY =|" “""——— 


STORMS BUILDING 
BROOKLYN 38, NEW YORK 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















JMONT, 


21 WEST STREET, NEW YORK 6, N. Y. 











TELEPHONE HANOVER 2-5425 
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BECAUSE IT 

WON'T TIP OVER 

AND WON'T VIBRATE 

IT'S THE BEST OFFICE 
MACHINE STAND AVAILABLE 


FOR FURTHER DETAILS... 
Write... 


TUBULAR SPECIALTY MFG. CO. 
1940 Stanley Avenue Detroit 8, Michigan 
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RemingtonRand MethodsNews 


New Way to Reap Rich Returns 
from Your Filing Dollars 


In the average office file today, 65% of 
the records have outlived their useful- 
ness — yet remain in the active file, 
making it difficult and expensive to 
keep an efficient filing system. Manage- 
ment is greatly concerned with this 


NEW SURVEY 
GIVES SPECIFIC 
STEPS 10 

CUT COSTS 


Put This Booklet to 
Work By Learning: 


e How much should it cost to operate 
a file? 

e What is the average number of 
drawers handled by a file clerk? 

e What are the minimum standards of 
performance to be expected from the 
different grades of filing equipment? 

e How can you determine the efficiency 
of your filing system? 

e How important is control of the ori- 
gin of correspondence and records? 
At the end of this booklet there’s a 
5-step, thoroughly-tested method for 
getting more for each dollar invested 

in filing operations. 

You can save 60% or more of your 
filing costs by properly applying the 
treasury of filing facts and figures in 
this booklet. Ask for LBV543. 


wanton waste of time and money. 
That’s why Remington Rand has come 
up with the offer of the booklet pictured 
below. It shows you how to reap richer 
returns from your filing dollars... 
maintain a really efficient filing system. 


Scientific Sorting Assures 
50 to 75% Saving 


Remington Rand MultiSort has proved 
in actual use that it can save 50% to 
75% of the time demanded for hand 
sorting. Locating any piece of sorted 
material is easy, swift. Each piece of 
paper is held securely in place — no 
danger of blowing away! And valuable 
office space is saved—as much as 80%. 
Errors are kept at a minimum. The 
FREE folder, “Slash Your Sorting 
Time With MULTISORT”, lists addi- 
tional advantages— shows time savings 
proved by actual time studies. Com- 
plete details in LBV613. 
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TODAY TOMORROW 


Variadex Alphabetic 
Filing Permits Unlimited 
Expansion Without Waste 


Eliminate the waste of throwing out 
inflexible index guides as vour files in- 
crease...use VARIADEX —the direct 
expanding index with color control. 

With Variadex your investment in 
filing equipment pays off in faster filing 
and finding, fewer errors and _ lost 
papers, higher office morale. VARIA- 
DEX is alphabetic filing at its very 
best — simple, direct, tops in efficiency! 
Details in LBV392. 


Make the Most of Filing 
Space with Shelf Filing 


Faster reference, easier and quicker 
filing and finding and the economy of 
space and equipment costs make shelf 
filing worth investigating. Compare 
shelving vs. vertical files in chart com- 
plete with understandable figures — 
MC817. Also ask for SN784. 
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Now You Can “Rent” Experts 
Chances are you've known for 
months that the filing system and 
operating records in your office 
need streamlining for easier 
handling, less delay and expense 
in finding important correspond- 
ence and other papers. 

Office staffs well seasoned in 
tackling the most difficult prob- 
lems in filing are available 
through the Remington Rand 
Business Services Departments. 

The Installation Staff has a 
unique approach — does not dis- 
turb daily operations, trains 
personnel in the new system and 
writes a manual detailing the 
complete new filing procedure. 
You are then ready to swing into 
new methods without loss of 
time, without interruption of 
your everyday business 
tions. During peak-load periods, 
you rent this expertly-trained 
staff and save by getting your 
task finished promptly —a far 
better arrangement than depend- 
ing on untrained temporary 
personnel. Check folders BSD2, 
and LBV402. 


opera- 











Remington. Fran 


Management Controls Reference Library 
Room 1114, 315 Fourth Ave., New York 10 


Please circle the numbers below for 
FREE literature desired: Mail 
coupon now. 


LBV543 LBV392 LBV613 
MC817 LBV402 SN784 BSD2 


Name a 





Firm 





Address. 





City. State 





OMs 


L. — Profit- Building IDEAS For Business — -1 
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® Orders written on a 
Colitho plate 

® Plate mailed to factory 

@ No transcriptions —no 
copying errors at factory 

®@ Copies run off for pro- 
duction, shipping, invoic- 
ing, accounting 

@ Costly order typing 
eliminated 

@ Time saved—costs slashed 


pool 


Wherever paper work requires more than one 
legible copy, a Colitho Business System can 
be used to speed the operation, eliminate 
transcription errors, and cut clerical costs. 
Colitho paper offset duplicating plates, plain 
or pre-printed, can be incorporated in single, 
multiple part, flat pack or roll forms. Colitho 
Business Systems provide for variables and 
blackouts, deletions or additions. Partial in- 
formation can be added at any time. All busi- 
ness paper work lends itself to simplification 


Name. 


Colitho Division, COLUMBIA R1iBBON & CARBON MKG. Co., Inc. 
609 Herb Hill Rd., Glen Cove, New York 


Please send information about Colitho and Ready-Master 
Business Systems. 


Our duplicating equipment is: 


SPEEDS ORDER 
PROCEDURE FOR 
KROEHLER MFG. CO. 


he 








through a Colitho System.* Regardless of the 
kind of business you are in, Colitho Systems 
offer time and money savings in purchasing, 
manufacturing, distributing, selling, billingand 
accounting. For more information, mail the 
coupon attached to your business letterhead. 
*Where spirit duplicating equipment is used the 
same results can be obtained with a Columbia 
Ready-Master System. 
Colitho Division 
COLUMBIA RIBBON & CARBON MBG. Co., Inc. 


Offset [] Spirit FJ 





OFFSET DUPLICATING 
Company. 





PLATES AND | ‘ov 





SUPPLIES 








City. 
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NE 
Books 


FILING FACTS by Coleman R. Chamberlin, Na- 
tional Filing Aid Bureau, New York, pp. 67, 
2.50. 

Describes simple steps for organiz- 
ing files and indexing records without 
the use of expensive equipment. Well 
illustrated and written in an interesting, 
informative style by a man who has 
had wide experience in the manufac 
ture of filing supplies (Mr. Chamberlin 
is president of Cel-U-Dex, Inc.). Parts 
of this book, as is, could serve as a file 
manual for smaller offices and the pub- 
lisher will grant free permission for any 
business firm to incorporate material 
from the book into their own filing man 
ual for employee use. 


RESTATEMENT & REVISION OF ACCOUNTING 
RESEARCH BULLETINS. American Institute 
of Accountants, New York, pp. 159, $3. 

A guide to recommended accounting 
procedures which replaces 34 bulletins 
issued by the ATA during the past 14 
years on such subjects as inventory 
pricing, depreciation, contingency  re- 
serves, taxes, capital accounts, intangi- 
ble assets, government contracts and 
compensation. Each bulletin represents 
the considered opinion of at least two 
thirds of the leading CPA members of 
the institute’s committee on accounting 
procedure. Its authority rests on its 
general acceptance by accountants and 
ATA believes that the burden of justify 
ing any departure from recommended 
procedure falls on the one who uses a 
different treatment. 
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Papers 90 in—— 


: b 
j | Shred come out 








SHREDMASTER 


Shredding Machine 


quickly turns your confidential papers 
... Old records ... waste paper of all 
sorts . . . into completely unreadable 
shreds, valuable only as packing material 


ANYONE CAN USE—Quick, safe, easy op- 
eration! 

PERFECT FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 

PAYS FOR ITSELF —Provides valuable 
packing material at no cost! 


For Your Office— 
Pertable, Noiseless Desk Model 
Shown Here). 
Also Available — 
Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Werehouses, Plants, etc. 


Write for Free Circular No. 9— 


THE SHREDMASTER CORPORATION 
Division of Self Winding Clock Co. 


203 Willoughby Ave. 
Brooklyn 5, N. Y. 











Why not a Duplicator in your Department? 


Get “last minute’’ copies—confidential 

copies and working copies when you want them. 
Low cost justifies real consideration of a 
departmental duplicator. 

Anyone in your Jepartment can produce them 
with the new, low-cost A. B. Dick spirit 
duplicator. Instructions are mounted right on the 
machine—all controls are clearly marked. 
Supplies up to 150 sharp copies per minute 

of written, typed, drawn and ruled material. 
Has automatic feed for post card to legal size. 
16 lb. to 70 lb. stock. 


AB DICK 


THE FIRST NAM IN DUPLICATING 
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r 
; A. B. DICK COMPANY 0-9 
' 5700 Touhy Avenue 

| Chicago 31, Illinois 

i Please send me informat 

' 

| 
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] 

1 

J 


: 

Copies in 5 : 
+ 

es Aero ; 4 
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Vivid colors 
in One Operation 


POSITION 
ORGANIZATION 
ADDRESS____ 
OF 


Mail coupon 
for information 


without obligafion. 
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Improve Paper Communication 
Channels to Save Manhours 


M. F. ALLSMAN 
Methods Analyst, Falls Church, Va. 


NY organization reduces its over- 
head by cutting out unnecessary, 
overlapping or conflicting paper- 
work. Businessmen are taking steps to 
get rid of and place 
semi-active in economical stor- 
age equipment and low-cost warehouse 
space. A few companies have adopted 
the practice of retaining and filing only 
essential papers; a practice which elimi 
nates the problem of disposing of use 
less records because records of question 
able value are not accumulated. 
Tangible savings are inmediately ap 
parent from reduced record holdings. 
For example, valuable office space is 
released when obsolete records are de- 
stroyed and semi-active records placed 


useless records 


recor¢ ls 


in warehouse-type storage. Purchases of 
new filing equipment are reduced or, in 


some cases, surplus equipment results 
from a major overhaul of records. Cash 
is received from wastepaper 
and fewer personnel are needed to main- 
tain and service the smaller holdings of 
current records, 

Similar savings have 
from the wise application of micro- 
photography. Microfilming is highly 
successful for the security storage (for 
stand-by use; not for repeated retfer- 
vital records where extra 
copies are not available, for saving 
space where records are bulky and ean 
be readily indexed, and for special uses 
such as recording scientific data, rapidly 
copying a volume of records, and trans 
mitting records where speed and space 
are paramount. 

Substantial monetary savings have 
been obtained in other paper improve- 
ment areas. Aggressive action in the 
analysis of forms and correlated pro- 
cedures has resulted in simplified meth- 


sales of 


been realized 


ence) ot 
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ods of conducting business. Benefits are 
readily recognized where several forms 
are combined into a single form which 
serves more than one purpose, or where 
the number of copies of a form are re- 
duced. Some farsighted printing firms 
offer services to analyze the needs of 
their customers who regularly order 
forms. Such analyses insure customer 
satisfaction and repeat orders, although 
they may reduce initial orders. 

Comprehensive studies to improve 
correspondence practices and filing sys 
tems have paid high dividends. A few 
consultant firms have specialized in cor 
respondence management with a view 
toward streamlining letter writing and 
placing volume, routine correspondence 
on a production-line basis. Many office 
equipment manufacturers and distribu 
tors make thorough studies of customer 
for operating and control rec 
ords and base their sales approach on 
these studies. 

The results of these paper 
ments can be computed on the basis of 
dollars saved, employees reduced, costs 
of space saved, equipment 
saved or less equipment required, or on 
a combination of the above factors. 
Supervisors, responsible for the opera 
tions, and controllers are quick to recog 
nize tangible savings and to adopt im 
provements where such savings are ap- 
parent. 

Two areas of office papers have not 
received the concentrated — attention 
which given the foregoing 
phases. These are reports and policies 
and procedures. Perhaps the reason for 
the lack of a widespread improvement 
program to streamline and to simplify 
these two areas is that they require a 
minimum of equipment, they occupy a 


1 
needs 


prove 


costs ot 


has been 
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POLICIES AND 
PROCEDURES 


PLAN 
OF 
ACTION 


negligible amount of office space, their 
costs have not been figured on a dollar 
basis, and the responsibility for their 
preparation and maintenance 1s not or- 
dinavily assigned to a single organiza- 
tional group. The tangible savings which 
acerue from other paper improvements 
are not readily applicable to these two 
areas and they do not receive the scru- 
tiny given other paper operations. The 
cost of a filing cabinet or a binder is 
but a grain of sand on the beach when 
compared with the cost of preparing the 
paper which fills the cabinet or binder. 

These two areas constitute the official 
channels of communication of an or- 
ganization : 

Policies and procedures are the down- 
ward channel, from the top to the bot- 
tom. They establish what is to be done, 
why it is to be done, when it is to be 
done and who is to do it. Further, de- 
tailed procedures outline the approved 
methods for doing the job, where it is 
done and in what order job steps are 
executed. They are the means by which 
an organization accomplishes its mis- 
sion through group effort. 


68 


Reports are the upward channel, from 
the bottom to the top. They contain the 
essential information about what has 
been done and what remains to be done. 
Reports give intermediate and top man- 
agement the means of measuring prog- 
ress and provide facts which are in- 
dispensable for planning, budgeting and 
program execution. 

The papers flowing through these two 
channels are the real time consumers in 
government and industry. Lackadasical 
flow of policies, procedures, and reports 
sidestrack the time of employees, super- 
visors and executives from productive 
work and from effective administration. 
Manhours of top management are un- 
necessarily consumed by non-essential 
requirements for reviews and approvals. 
Costs of preparation, compilation and 
maintenance skyrocket when informa- 
tion—not vital to the task at hand—is 
included. Time costs money and these 
two areas consume more time than any 
other two paper operations. 

Procedures consume time needlessly. 
Employees must read and understand 
policies and procedures. To gain a thor- 
ough understanding of papers in the 
downward channel, employees must 
make a comprehensive study of the 
contents, a time-consuming process. 
Nothing is more exasperating to the 
head of a field office or to a busy super- 
visor than to ponder over a lengthy re- 
lease from headquarters and come to the 
ultimate conclusion that the contents in 
no way apply to local operations. The 
office which receives non-applicable 
policies and procedures will invariably 
retain them in its official files even 
though someone determines there is no 
present need for them. Local thinking 
follows the pattern that headquarters 


must have a good reason for addressing 


the material to the subordinate office 
and, although contents do not apply to 
present operations, material should be 
retained for possible future use. Inap- 
plicable material into the files 
where it becomes a hazard to future 
references and adds to the cost of main- 


foes 
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taining papers. 

Almost as frustrating and still more 
time-consuming is the situation where a 
few sentences applying to local opera- 
tions are buried in pages of related sub- 
ject matter which applies solely to head- 
quarters. Undue time is taken in initially 
ferreting out and applying the relevant 
portion of the release and in each subse- 
quent reference. Equally irritating is 
the common practice of addressing all 
papers in the downward channel to the 
plant manager or head of a subordinate 
office. The receiving organization either 
routes all official releases to the top 
man according to the address line, or 
employs readers and routers who de- 
termine the correct action desk within 
the receiving organization. Both alterna 
tives consume time, increase costs and 
delay receipt of official papers by the 
desk which takes action. 

The lack of a single system for all 
policies and procedures wastes time of 
any employee who must refer to papers 
in the downward channel. A single sys- 


tem should insure that all applicable 


policies and procedures on a single sub- 
ject are filed together, or, at least, that 
a list of all eross references to a given 
subject can be found in one place in a 
set of policies and procedures. Policies 
and procedures are used continuously 
for reference and training. Hours spent 
looking for all material on a given sub- 
ject in series of cireular letters, bul 
letins, regulations, instructions, ete., are 
a costly drain on productive time. 

Other obvious time wasters in con- 
nection with policies and procedures 
(which are not diseussed in detail in 
this article) are: 

Conflicts in content among releases. 

Overlappings in content. 

Duplication of subject matter in dif- 
ferent releases from headquarters, or 
between releases from headquarters and 
those from intermediate levels. 

Widespread exemptions from the re- 
quirements in official releases. 

Multiple choice of methods to be 
used. 
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Failure to keep all material current 
at all times. A policy which is a little 
bit obsolete has been likened to an em 
ployee who is a little bit dead. 


Unrealistie requirements placed on 
papers in the upward channel 
waste productive time, increasing the 
paperwork of too many supervisors and 
executives, and delaying the transmis- 
sion of vital information. Consider a 
production department in a plant which 
prepares a monthly report of progress 
for headquarters. Too many times the 
form on which the report is prepared 
has several spaces for signatures. One 
space titled “prepared by” for the 
signature of the head of the production 
section, another titled “reviewed by” for 
the signature of the department head, 
and another titled “approved by” for 
signature of the plant manager. Further 
signatures may be required as the re- 
port flows upward, such as those of dis- 
trict, regional or area managers. It 
takes time to route the report and ob 
tain the signatures. Too ofter recurring, 
routine reports follow this channel but 
no changes are made in the content be- 


also 


PROGRESS 


REPORTS 





cause it is strictly factual. Department 
heads, plant managers and district man 
agers review the material. An 
extra copy is retained at each point in 
the routing copy which 
builds up holdings of duplicate pa- 
pers throughout an organization. It is 
difficult to conceive that a department 
head and his plant manager rely on 
the content of a monthy progress re- 


stop to 


process a 


port to headquarters for the status of 


work within a given production section. 

Indefinite statements of requirements 
for narrative reports are terrific 
wasters. The point which prepares “in 
definite reports” may take — infinite 
trouble to include and enlarge on 
minute details. I have narrative 
reports on the same subject, covering 
the same period, from similar activities 
and prepared from the same indefinite 
set of written instructions. The com 
pleted reports varied in length trom 
half a page to more than fifty pages. It 
was impossible for the point which re- 
ceived the reports to compare them for 
planning purposes or even for judging 
progress. The time and effort spent pre 
paring the reports and reviewing them 
were wasted because of the dissimilarity 
of the finished product. 


seen 


Reports must contain essential in- 
formation and only essential informa 
tion if papers in the upward channel 
are to be used effectively. Too many re 
ports much information, 
Each standard size report form must 
be well balanced and must fill the page 
in order to meet false standards which 
have been set up in many paper im 
provement programs. Thus, in an effort 
not to waste paper, we must fill the 
page. We add items to report forms 
which fall in to the category of “nice to 
have” but not necessary for the task at 
hand. Reverse the attitude about blank 
space on a page and welcome seeiny’ it 
more often. By adding unnecessary 
items to a report form, it 
though we are getting the most from 
each printed page but, in reality, we 
are spending countless manhours. In 


request too 


looks as 
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time 


than those 

thev are 
a complete waste of Where in 
formation in the upward channel is i 


adequate Worse 


which request too much detail 


reports are 
time. 


complete, progress cannot be judged ac 
curately and faulty decisions wall re 
sult. 

Another cause of the flood of paper 
on the desks of executives is the failure 
to stop detailed 
points in the upward channel. As infer 
mation flows towards the top, it nor 
mally should be summarized and dras 
tically condensed. In modern business, 
authorities and responsibilities are dele 
down the line. Details should 
points which have the 


reports at responsible 


cated 
stop at the 


authority to make decisions trom those 
details. Some employees pass detail up 
the-line because in their opinion “it is 
vood tor the boss to know.” 
plovees can be placed high on the list 


Such em 


of dispensables. 

Reports where jn 
formation different 
way from which it is maintained. The 
first consideration in requesting infor 
mation should be “how does the point 
which prepares the report maintain the 
sources for the information.” Points 
which prepare reports should he able TO 
transfer information from source rec 
ords to report forms with a minimum 
of difficulty. Preparation points should 
maintain information in’ the) manner 
which their operating needs. 
These points (field offices and produe 
always highly 
insofar as paper processes 
and readily re 
port information according to the whim 
of the specialist at headquarters. They 
can meet requests to report information 
in reverse order—but filling the request 
either requires overtime or diverts em 
ployees from productive effort. Try pre 
paring a report “by date” from a sim 
ple alphabetieal file or preparing an 
alphabetical report from a card file 
which is set up by date. 


manhours 
is requested in a 


waste 


meets 


tion 
mechanized 
are coneerned 


plants) are not 


cannot 


Kach government agency and sizeable 
business firm should have a single sys 
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tem which encompasses all policies and 
procedures — (downward — communica 
tions); and a central point which make 
pro 
COMMUTE A 


a prior analysis of requests for 
posed (upward 
tions). Even though an organization jas 
an excellent system for issuing policies 
and procedures and its reports are well 
planned and controlled, the flow ot 
communications may drastic sim 
plification. 

The channels of communication must 
be aceurate and speedy if industry and 
government expeet to get rapid, effec 
tive results. They should follow a direct 
line from the producer to the consumer 
Without being sidetracked. Instead of a 
direct flow, papers now follow a maze 
of circuitous channels which slows move 
ment and floods too many desks with in- 
applicable papers. 

The following examples show two 
tvpical routes of reports through the 
upward channel of communication, from 
the point which prepares the report to 
the point which uses the information in 
the report. Papers in the downward 
channel commonly take similar courses, 
from the point which writes a policy 
or a proeedure to the point which 7ol 
lows written instructions. 


reports 


need 
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Too nuch paper moves slowly. 


Vin Orvice September, 1953 








Too much paper moves fast. 


shows the direet 
that point which 


The following chart 
route ot reports to 
needs them. 


+ 











Essential paper moves fast. 


routing decreases the amount 
both routing and filing. 
imsures: speedy delivery, 
relevant papers at 
point. of use, economical handling, Jow 
er maintenance fewer 
Direct Flow eliminates: 
reading, duplicate files, delays in trans 
mitting, rubber-stamp approvals, ex 
cessive mailing costly 


tinued n page 17 
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accurate references, 
COSTS, papers, 
unnecessary 


costs, compila 





OFFICE MANAGEMENT 


IN GOVERNMENT 





Incentive Awards Used by 
Mutual Security Offices 


CLARK L. SIMPSON 
Associate Controller, Mutual Security Agency, Washington, D. C. 


N GOVERNMENT, as in industry 

and business, successful operation de- 

pends on the quality of management 
and on the ability and attitude of sub- 
ordinates, those men and women ac- 
tually responsible for making the clock 
tick. In the operation of the Mutual 
Security Agency (soon to become the 
Foreign Operations Administration and 
formerly the Economic Cooperation Ad- 
ministration) the importance of proper 
management and qualified employees has 
always been recognized. When Paul 
Hoffman left the presidency of Stude- 
baker Corp. to become first head of the 
Marshall Plan Agency, he brought with 
him his timeproven policies which had 
succeeded so well in the automotive in- 
dustry. Since ECA was conceived to 
bolster the sagging economy of Europe 
and to restore its industry, Mr. Hoff- 


Violet Couch receiving an incentive award 
from Deputy Director William M. Rand of 
the Mutual Security Agency in Washington. 


man’s first hope was to staff the organi- 
zation with successful businessmen. With 
his dynamic personality, and his mis- 
sionary-type zeal, he was able to draw 
into his organization a corps of execu- 
tives, men who had owned or operated 
large business enterprises, and men to 
whom their fifteen thousand dollar sala- 
ries represented serious financial losses. 
They, too, were inspired as was Paul 
Hoffman by a desire to help extinguish 
the fires of war which were being kindled 
in sO many countries. 

ECA, in its early days, required six 
and seven work days a week from prac- 
tically all employees. In most offices, 
such hours would have seriously im- 
paired the morale of the staff. The eall 
of duty, the thrill of accomplishment 
and the spirit of working together for 
an almost insurmountable objective fired 
the employees with a fever almost equal 
to that of the agency head. With his 
knowledge of group psychology, Paul 
Hoffman held frequent and regular meet- 
ings with the entire staff where he re- 
ported the progress made, new pro- 
blems and proposed solutions. An in- 
formed staff is an enthusiastic staff, they 
were part of the team and the problem 
wasn’t “Hoffman’s problem,” it was 
“ours” and we all joined forces. 

Speed with which ECA began oper- 
ations, its manner of dealing with 
American industry and the rapid strides 
made jn recovery by participating coun- 
tries are testimony to the aeccomplish- 
ments achieved. Elimination of un- 
necessary red tape in procurement 
practices and payment of suppliers 
within 24 hours of receipt of invoices 
have been hailed by American business- 
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MSA EMPLOYEES 


SENO IN YOUR 
SUGGESTION 


WIN CASH 


FOR SUGGESTION IDEAS 





Carter dePaul (SA/E) has been awarded $30 for suggesting that copies 
of cables returned to the originating office show the cost, thereby serving 
to encourace the greater use of airgrams by making employees more cost~= 


conscious. 


The following employees have received cash awards of $10 each for 
making suggestions which have resulted in dollar savinzs to ISA: 


A.R.Gale (formerly with PTAD) now with our Mission Vienna, suggested 


revision of FORM MSA-5 ROUTER. 


His idea improved office procedures. 


Mrs. Anne O'Donnaghue (AD/FE) suggested that a permanent type of scotch 
tape dispenser be substituted for the small one now commonly used. 


Mrs. Elizabeth M, Paulisch (ExSez) suggested that the FORM MSA-5 ROUTER 
be revised so that the spaces provided are consistent with the spacing on an 


elite typewriter. 


Don't think about a suggestion, write it out and send it in to Mrs. Bess 
Myers, Executive Secretary of the Efficiency Awards Committee, Personnel Divi- 


sion. 


Remember the suggestion program is your program. 
entirely upon your interest and participation in it. 


Its success will depend 
You can derive several 


things from wholehearted support of the plan: (1) extra money, (2) added re- 
cognition and (3) a better place in which to work because of greater efficiency, 
greater safety and improved working conditions, 





Clipping from a duplicated employee bulletin of Mutual Security Agency. 


men as miraculous, and many of our 
procedures have been adopted in other 


agencies of Government. We made full 
use of laborsaving office equipment. 
Every employee was completely sold 
on our aims and objectives and by 
proper communications from manage- 
ment was kept appraised of the ac- 
complishments and problems. 

A very important part of our man- 
agement improvement program is the 
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incentive awards program to encourage 
employee contribution to inereased effi- 
ciency and effectiveness. A cash award 
is granted an employee for an adopted 
suggestion outside the normal require- 
ments of the duties of his position. 
Such award is based on the estimated 
savings resulting from adoption of the 
suggestion, limited to the estimated sav- 
ings on the first year of operation. A 
cash award is granted to an employee 
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for savings made in the conduct of his 
own operations whether the savings are 
the result of a suggestion or other per 
sonal accomplishment. The amount can 
not exceed 25% otf the estimated saving 
in the first year of operation, nor an 
amount equal to three times a normal 
ingrade promotion. 

A salary increase of one, two or three 
grade steps is granted for a sugges- 
tion or superior accomplishment in con- 
nection with an employee’s own work 
which results in such substantial savings 
to the government that limitations (pre- 
viously referred to on cash awards) 
would be inadequate. The annual rate 
of increase must not exceed 25% of the 
estimated saving for the first year. 

A salary increase of one step is 
granted an employee for (1) outstand- 
ing performance exceeding normal re- 
quirements and deserving special reecog- 
nition; (2) sustained work performance 
of a high degree of efficiency for a pe- 
riod of at three months; (3) the 
initiation and development of a sugges- 
tion, over and above the normal require 
ments of his position, which 
efficiency; (4) special service of an out- 
standing nature whether or not it  re- 
sults in substantial economies. <A 
tificate, medal, or other emblem is 
awarded an employee in honorary recog 
nition of service which is determined to 
This may 
with 


least 


increases 


cer- 


be exceptional or meritorious. 
Ye independent or in) connection 
ther awards. 

the efficiency awards 
encourage group effort 
n securing increased efficiency and 
conomy in government. Where such 
a group effort proves effective, all em- 
ployees contributing, including supe- 
riors, may share efficiency awards, cash 
awards or honor awards. Such grants 
may be in equal shares, or in propor- 
tion to the individual contribution 
measured in terms of production ree- 
ords or other means. This program is 
administered by a six-person efficiency 
awards made up of three 
permanent and three from 


infent ol 
program is to 


One 


committee 
members 
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three of the six offices on u six-month 


rotating basis. This makes the interest 


in the program much more general than 


if each office did not im turn furnish 
a representative to the committee. This 
hoard meets periodically and reviews all 
suggestions and nominations for awards 
submitted. It determines if awards 
should be made and if so, the kind and 
size of the award. 

Representatives of management at all 
levels are selling the suggestion idea to 
“You can help us improve 
and save money, they tell the 
staff. The sales campaign is paying off. 
There has been a noticeable increase in 


employees. 


too,” 


the number of suggestions received and 
the adoption of these suggestions will 
save money for the taxpayer. We feel 
that for awards is a real 
investment. 

We emphasize to all supervisors that 
staff development is one of their prime 
responsibilities, that more than mere job 
skill is needed in a new employee. He 
must learn his relation to other work 
being done, learn regulations and laws 


money spent 


governing our operations (and there are 
too mariy), and become acquainted with 
the overall administrative — structure. 
Then he becomes part of the whole op 
eration and develops understanding and 
enthusiasm for our purposes. Old 
timers, too, must continue to grow and 
develop. One doesn’t stand still, he 
either advances mentally or slips back 
ward. leadership furnishes the 
means to and MSA 
this in its executives. 

The present heads of MSA, like Paul 
Hoffman, are efficieneyv-minded. — Di- 
rector Harold Stassen as the Governor 
of Minnesota demonstrated in that state 
what any able administrator can do to 
give the constituents better government 
for less and he brings that and 
other rich experience with him to MSA. 
His Deputy Director, William M. Rand, 
retired president of Monsanto 
Chemical Co. whose management pro- 
cedures and employee relations 
have been proven over the years, 


Good 


vrow encourages 


cost, 


is_ the 
plans 
September, 1953 


THe Orrice 





Reducing Telephone Toll 


Long Distance Costs 


HE increase of telephone local mes- 

sage units and the constant rise in 

toll and long distance expense has 
been a “pet peeve” with management 
in general for a long time. This article 
points the way to reducing the cost on 
this type of business communication. 

The miracle of talking by telephone 
has been the subject of much writing 
for many years. Lf you stand at the end 
of a football field and shout, your voice 
will travel to the other end, 300 ft. 
away, in about 1/3 second. But your 
voice, traveling by telephone takes less 
than that to travel all around the earth. 
The longest phone call you could make 
from any point in the U. S. would be 
from Bay, Calif., to Adelaide, Australia 
via New York and London, about 18,000 
miles. It would inelude wire and radio 
circuits. The longest telephone call with- 
in this country would be from Eastport, 
Me., to Bay, Calif., 2,910 miles. 

The telephone is being used today for 
many items which the written-word 
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ROY STONE 


(The author, a third generation 
telephone man, was with the Bell 
System for 1 A registered 


15 years 
Professional Engineer in four 


states, his work in recent years has 
been communications consultant to 
rrivate business fe served in 
both World Wars and in the see 
ond was communications — officer 
with the rank of colonel on the 
War Department’s Genera] Staff 
This article contains some material 
from his recent book Cost Reduce 
tions im Wire Communications, 
Christopher Publishing House, Bos 
ton, $10.) 


channels, telegraph or teletype would 
have sufficed before the war. Toll and 
long distance expense is higher than in 
any peace time period in history. What 
are we doing about reducing this ex 
pense? It is not my purpose to 
gest we reduce the number of e¢alls be- 
ing made. This is something wholly con 
tained within the judgment of manage- 
ment. While it may be true that many 
of these calls could be diverted to less 
costly communications channels, we 
are concerned at the moment with a 
method whereby the cost of the calls we 
are making may be reduced. 

There are three avenues of approach 
for reducing the annual expense of toll 
and long distance calls: tie lines, foreign 
exchange trunks, and leased full period 
talking circuits. This article will 
with the first two. 

Tie lines is the service with which the 
layman is perhaps most familiar. There 
are hundreds of thousands of 
lines between two. or 


sug 


deal 


loeal tie 


more company 





units located within a relatively small 
area, in service all over the country. In 
the great majority of cases these tie 
lines are connected between units of the 
same company. Those connecting one 
company with another are in the minor- 
itv. In measured areas where all local 
calls are paid for in excess of the 75 
“free” calls allowed for the first trunk, 
many companies give no consideration 
to local tie lines that can be installed 
at considerable savings. There is a pe- 
culiar reluctance to become involved 
with tie line service in cases where an 
outside company is concerned, This is 
undoubtedly due to the small savings 
which may be affected as a result of 
originating traffic at one point. It is not 
understandable why operators on a 
manual PBX, who are constantly eall- 
ing various points each day, do not 
raise the question of direct line facil- 
ities. In many instances, one company 
will call another several blocks away at 
least 10 times daily. The outside com- 
pany may also call the first company an 
equal number of times. The combined 
volume would, in such a case, be 20 
calls per day in both directions. In a 
22-day month the tetal volume would be 
440 calls and at a general average of 
fe for each call, the monthly cost would 
be $17.60. A tie line connecting the two 
companies would approximately 
$5 or less, according to the existing mile- 
age rate structure, and the annual sav- 
ings would be $150. If there were ten 
such conditions the savings would 
amount to $1,500 annually. 

The illustration above is an example 
of how savings may accrue on a very 
simple procedure. Just because it is 
local traffic few people pay any atten- 
tion to it. The cost of the tie line eould 
be shared by both companies and each 
would benefit by the savings. In New 
York’s financial district, where stock 
brokers use thousands of local tie lines 
on a mutual arrangement, the cost is 
divided. One firm subscribes to the eir- 
cuit and bills the other each month, or 
quarterly, for its share. 

Operators on a manual PBX ean de- 


cost 


termine immediately to which companies 
there is a concentration of calls made 
each day because of the familiarity of 
the number. In a dial installation where 
extensions make such calls to another 
company frequently by direct dialing, 
traffic volume may be obtained by a 
bulletin requesting all extension users to 
list the names of other companies called 
frequently and state the approximate 
number of calls they make. They will 
be glad to learn that a coded tie line to 
the companies involved will save time 
and expense. Savings are not limited to 
the figures shown in the hypothetical 
illustrated. In with large 
volumes over various groups of tie line 
facilities, additional savings may result 
from the reduced number of trunk lines 
than were previously needed for mak- 
ing the calls over the outside channels. 
This is important to keep in mind when 
making cost comparisons. 

While the subject discussed above 
pertains to a local expense item, in 
which no toll or long distance costs are 
involved, it is included because we are 
dealing with the use Of all direct Jine 
facilities as a means of redueing the 
overall expense. 

Foreign Exchange Trunks is a service 
with which the layman is probably the 
least familiar because it pertains to the 
cost of toll calls made to surburban 
areas in which his company has no 
physical identification. Assume that the 
company has a small unit in a given 
area but the number of calls between 
each unit does not justify the cost of a 
tie line. The outlying unit may be ten 
airline miles away, in which ease the 
cost of a tie line would be $40. a month 
based upon the usual charge of $4 per 
mile. If the company does not have a 
unit in the given area in which there is 
a concentration of toll calls each month, 
it rarely occurs to the layman that a 
Foreign Exchange Trunk will serve the 
same purpose. A Foreign Exchange 
Trunk is one located in any exchange 
which is “foreign” to the particular 
central office serving the area in which 
the PBX switchboard is located, whether 


case Cases 
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it be 1 or 1,000 miles away. There are 
companies located in east coast cities 
that have a Foreign Exchange Trunk in 
Chicago and vice versa. As a matter of 
fact, if a company has a unit in a given 
area and it has a concentration of toll 
calls in the same area with the total 
volume of calls known to be about 40% 
to the company unit and 60%, dispersed 
throughout the area, a Foreign Ex- 
change Trunk would be the better serv- 
ice to install, rather than a tie line to 
the unit whereby the operator at that 
point would be required to relav calls 
throughout the area by way of her lo- 
eal trunks. 

This raises another point in the use 
of tie lines which connect company units 
located 15 or 20 miles apart. Although 
there may be idle time on the tie lines, 
it has been found that ealls originating 
at either end for points outside of the 
company are placed over the regular 
commercial channels. This involves a 
needless waste of money. Make use of 
existing tie lines to complete calls in or 
near the area in which either end of the 


tie lines terminate. The greater the dis- 
tance between the terminal points, the 
evreater the savings will be. 

In determining the feasibility of For- 
eign Exchange Trunk service there are 


numerous tactors that will affect re- 
sults. Existing toll cost studies should 
not be confined between the two points 
involved. Nearby outlying areas adja- 
cent to the terminal points should also 
be considered, For example, assume that 
consideration was being given to a F. 
EK. T. between points A and B. Now 
suppose that point C is 5 miles beyond 
Present 
Location Cost 
Point $52.20 .20 
Point ee . 22:10 . 15 
Point 30.40 .. » tS 
Point 28.60 . .30 
Point 24.80 .... 30 
Point i270... .20 
Point , WEese s.5. 20 . 
Point 40.60 .... 25 


$229.40 


Rate from 
Pt. of origin 


point B, and the cost of a call from 
point B to C is 5e, but from point A to 
C the cost is 20c. The differential of 
15e savings on each call from point A 
to point © via the F. E. T. must be 
considered. 

Let us make a study of the cost ot 
toll calls to a given area, using hypo- 
thetical distances and figures. We jind 
that there is a concentration of calls be- 
ing made to an area 15 miles away. Let 
us call that point A. We also find that 
we are making calls to other points in 
the area immediately adjacent to point 
A. The cost of toll calls from the point 
of origin, where the PBX. switehboard 
is located, to point A is 20¢ each. The 
cost of calls from the point of origin to 
the other points involved in the study 
will vary according to the geographic 
location and the distance from the point 
of origin. In some cases the cost may be 
10¢ or 15e¢ and in eases involving pots 
hevond A the cost may be 25e. 

Now sort the toll tickets, separating 
each group according to particular Joca- 
tion and Assume that point A, 
from which the Foreign Exchange 
Trunk will operate, is a measured area; 
all local calls in free 
calls allowed for the trunk must be paid 
for. With the tickets sorted we can de 
termine the total present 
calls to the given area. Then we must 
determine what the cost of the calls 
would be from Point A to the other 
points in the area, Compare this with 
what the cost would be from the point 
of origin to these pots, show the dif 
ferential and arrive at the comparative 
results. 


costs. 


excess of the 75 


cost of the 


Cost from 
Point "A" 


Rate from Approx % 
Point "A" less 


Local call 100 
.05 65 
.05 65 
10 65 
15 > 50 
| ae 50 
AO. 50 
10 60 


7.74 
10.64 
10.01 
12.25 

6.35 

9.15 
24.36 


$80.50 





Although the tabulation illustrated 
has been designated a hypothetical con- 
dition for demonstration purposes, if 
has been taken from a case history of 
record where 875 calls were made to 
the toll area involved. The cost of the 
calls before the F. E. T. was installed 
was $229.40 or an average cost per call 
of approximately 26c,. There were 200 
calls made to point A with some involv- 
ing a cost beyond 20¢ because of over- 
time. The balance were made to the 
other seven points, an average ot 95 
calls to each. 

Point A was selected as the location 
of the F. E. T. for two reasons: (1) it 
showed the point to which the greatest 
coneentration of ealls were made, there 
by taking advantage of the greatest 
number to be diverted to a local eall 
status; and (2) point A was the most 
strategie location from which the great- 
advantage could be taken from the 
standpoint of toll rates in the surround- 
ine area, considering the mileage cost 
from the point of origin to the terminal 
location of the trunk. 

To arrive at the final result, consider 


est 


Mileage cost from point of origin to point 
Local trunk cost at point A 

125 excess local calls at 5c each 

Cost of toll calls from point A (tabulation) 


Present cost of same calls before F.E.T. was installed 


A 


the cost of the F. E. T. facilities and 
the of the exeess local calls in- 
volved. Of the 875 calls made, 675 were 
made on a toll basis from point A and 
are not chargeable to the local eall 
category. Only 200 calls were made to 
the point where the F.E.T. terminated, 
of which 75 were “free” as part of the 
local trunk charge. Therefore, 125 local 
calis were chargeable in this particular 
case. Point A being 15 airmiles distance 
and the rate of $4 per mile applying, 
the mileage charge was $60. The cost of 
the local trunk facilities at point A was 
$6 (see tabulation below). 

If the F. E. T. had terminated in a 
flat rate area in which the number of 
local calls were unlimited, the savings 
would have been greater. If extended 
area service were available at point <A, 
the toll calls could have been made at 
half the cost shown and the savings that 
much greater. 

Note that the principle of considering 
costs beyond the terminal points stands 
out in this case. If only the cost between 
the point of origin and point A were 
considered, the F. E. T. would never 
have been installed, what with the exist- 
ing cost of calls between the two points 
heing $52.20 as compared with the cost 
of $60 tor mileage alone. The advantage 
of the reduced toll costs from point A 
made the difference. 

Following is another case history in- 
volving a F. E. T. terminating in a 
dial area where there is multiple regis- 
tration of local calls. This an ar- 
rangement whereby a 2-unit or 3-unit 
call is charged in heu of a toll charge. 
A call made between two points on 
which a toll charge would have normally 
applied, recorded the 


cost 


is 


IS on message 


$60.00 
6.00 
6.25 
80.50 


$152.75 


$229.40 
76.65 
919.80 


Monthly savings 
Annual savings 
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You've got to have what the cus- 
tomer wants to make sales. That’s 
why handling the Burroughs line 
gives you a head start! Burroughs 
adding machines and cash register- 
ing machines are known the world 
over for efficiency, dependability 
and quality. This reputation works 
for you day in and day out. 

What’s more, Burroughs dealers 
are supported throughout the year 
with outstanding national advertis- 














ing—are provided with complete 
sales and merchandising aids—to 
help sell more of the machines with 
the famous Burroughs name. 


Are you up to date on Burroughs 
new and more profitable dealer 
plan? If not, get in touch with the 
Burroughs factory branch office 
nearest you. It means bigger profit 
opportunities for every dealer. 
Burroughs Corporation, Detroit 
32, Michigan. 





@ Here’s the new Summer Promotion Package mailed by Burroughs 
to its dealers. It includes samples and details of a new direct mail 
campaign, a summary of current Burroughs activities for its dealers 
and other valuable sales-building aids. This kit is typical of 
Burroughs helping you to sell Burroughs. 
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WHEREVER THERE’S BUSINESS THERE'S Burroughs 





See us at the N.S.O.E.A. Convention 
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Mileage cost of F, E. T. 

Local trunk charge 

852 message units 

Cost of toll calls from F. E. T. terminal 


Original cost of tolls in brackets of 25¢ or more 
Original cost of tolls in 0c, 15c, 20c brackets 


register automatically in the central of- 
fice as a two-message unit eall. If the 
excess local message item on the bill 
showed “1000 message units” it would 
mean that perhaps only 700 or 800 
calls were actually made, some of which 
were of the extra message unit variety. 
The telephone company serving this 
area bills all 10c, 15¢ and 20¢ ealls “in 
bulk,” as: 


333 — 10c calls 
300 — I5c calls 
377 — 20c calls 


$33.30 
45.00 
75.40 


1010 


$153.70 
The tickets in this case were sorted 
in the manner previously explained. 
Call concentration was established and 
toll calls on a reduced rate basis from 
the F. E. T. terminal point were tabu- 
lated. It was determined that 568 of the 
above calls were concentrated in one 
area at a cost of $92.60. It was also de- 
termined from the ticket information 
that a loading factor of 50% should be 
added to the total number of ealls as a 
basis of charging for the total number 
of excess message units in the multiple 
registration area, making a total of 852 
such units. The cost was determined as 
follows on the basis of a sliding seale 
rate structure: 


75 calls 

100 calls at 5¢ each 
100 calls at 4'/c¢ each 
'00 calls at 4c each 
477 calls at 3'/2c each 


852 $30.19 


Free 
$5.00 
4.50 
4.00 
16.69 


There were also 163 calls made to the 


$18.00 
5.00 
30.19 
76.50 


$129.69 


$214.00 
92.60 
$306.60 
$176.91 
$2,122.92 


Monthly savings 
Annual savings 


same area in the brackets of 25¢ or 
more for an original cost of $214. It 
was determined that from the F. E. T. 
terminal point these calls would have 
cost $76.50. The F. E. T. cost was $18 
and the local trunk charge was $5. 

It is of equal importance to consider 
the amount of operator time that will 
be saved by the use of Foreign Ex- 
change Trunks. Instead of the high ¢o- 
efficient applying on toll calls over the 
commercial channels whereby several 
outside operators may be involved, a 
good portion of the traffic over the F. 
EK. T. will be completed on a local eall 
basis. Where dial systems serve the sub- 
scriber the trunks should be made avail- 
able for direct dialing purposes, thereby 
eliminating the PBX operators from 
such traffic entirely, which would wipe 
out the entire workload on such eéalls. 
Where we now dial 9 to get second dial 
tone for local eall dialing, we would 
dial 7 (or any other predetermined 
digit) and the second dial tone in this 
case would be in the Foreign Exchange 
area. Several business companies have a 
number ol these trunks and have pro- 
vided direct dialing facilities for each 
one according to the areas they serve. A 
small card is printed showing the pre- 
fix to be dialed to reach points in the 
various areas. In one ease, a subscriber 
in New York City has merely mentioned 
in its interior directory : 


To reach New Jersey directly — Dial 7 
To reach Westchester directly — Dial 6 
To reach Long Island directly — Dial 5 


They have explained, of course, that 
Foreign Exchange Trunks for the given 
areas have been wired to these selector 
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levels. By such procedure they diverted 
many thousands of calls from manual 
handling by the PBX operators and, in 
addition to the savings made possible by 
the F. E. T. facilities, they have also 
eliminated one PBX position and an 
operator by the direct dialing procedure. 
There are cases in which a Foreign Ex- 
change Trunk has been installed where 
the cost exceeded the present toll cost, 
the theory being that it was a contribut- 
ine factor toward reducing the switch- 
hoard position requirements and per- 
sonnel, while providing faster service. 

As stated previously, Foreign Ex- 
change facilities should not be confines 
to “local” area service. Many New York 
City subscribers have trunks operating 
from the Saratoga and Pennypacker 
exchanges in Philadelphia, the Randolph 
and Dearborn exchanges in Chicago; the 
Capital exchange in Washington, ete. 
The method for determining the mileage 
charges on such trunks is outlined later 
in this article in connection with Full 
Period (Leased) Talking cireuits. 

The only objection that has ever been 
raised to the use of Foreign Exchange 
Trunks is that only one call can be 
placed at a time, if but one trunk serves 
the area. If the volume is such that a 
serious backlog would result, perhaps a 
second channel to the area would be 
justified from a monetary standpoint. A 
mistake some make when such facilities 
are installed is that they try to make 
one trunk do the work of three, espe- 
cially when the traffic load increases 
after the new facilities are installed. It 
has been found in the great majority of 
cases that it makes little difference if a 
call is completed immediately or five 
minutes later. What would happen if 
there were no local trunks available dur- 
ing certain peak load periods?) What 
would be the reaction if the number 
called were busy? In either case there 
would be a slight delay and without 
much complaint. However, it is peculiar 
how some will react to any delay be- 
cause of some direct facilities that have 
been installed. Yet they fail to note oc- 


easions when their calls are handled 
much faster than they formerly were 
over the commercial toll channels. There 
is nothing to prevent the PBX operators 
trom placing calls to the given area over 
the outside channels when the conditions 
warrant such action. It may be well to 
do just that if there is a frequent back- 
log or long delay, because it is the only 
way to determine if the overlapping cost 
justifies a second or third channel. 

Foreign Exchange Trunk facilities 
have proved to give very fast service on 
most occasions and are certainly more 
economical. They are usually installed 
primarily for outgoing service, in which 
case they are non-published. If they 
were listed in the outside directory any- 
one could call the PBX from the distant 
point merely by dialing the local num- 
ber shown in the directory. If the sub- 
scriber has a unit in the area where the 
K. KE. T. terminates, the non-published 
number may be given to the operators 
at that unit so they ean eall the main 
PBX at the local eall rate. Savings af- 
fected by such procedure should be 
added to those shown as resulting from 
the originating traffic at the main PBX. 
Published Foreign Exchange Trunks 
may be installed for customer usage as 
a means of increasing sales by which 
customers living in suburban areas may 
order merchandise merely by dialing a 
local number in their own area. 

Mention has been made about Ex- 
tended Area Service and direct dialing 
over various levels of the selectors. 
These are covered in complete detail in 
my book Cost Reductions in Wire Com- 
munications (Christopher Publishing 
House, Boston 20, Mass., $10). 


Next month I will diseuss the appli- 
cation of Full Period (Leased) Talking 
circuits, the method for making the 
tratlic studies, determining mileage 
costs, a review of several case histories 
relating to long haul talking facilities 
and a special operating technique where- 
by the most ean be obtained from these 
circuits. 
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America's top secretaries prefer Webster's 
Micrometric Carbon Papers because they're 
helpful and easy to use. The scale edge 
measures the paper -—— tells at a glance how 
many lines of typing space remain on any 
page. The uncoated scale edge means that 
messy carbon smudges on fingers and letters 
are a thing of the past. 

You'll find that Webster's makes work in 
your office move faster. Its exclusive 
features save secretaries from many tire- 
some and costly re-typing jobs. And im- 
pressions from each long-lasting sheet are 
sharp and clean. Yet, Webster, with its 
exclusive Micrometric edge, costs no more 
than other quality carbon papers. 


Try it yourself. See how this quality car- 
bon paper can help your office cut down 
typing time and improve the appearance of 
the firm's correspondence. 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 
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HIS year’s annual conference of 
Life Office Management Assn. will 
convene in Cincinnati at the Nether- 
land-Plaza Hotel, September 21-23. Reg- 
istrants will be welcomed at the first 


session Monday morning, September 21, 
by W. Howard Cox, president, Union 


Central Life Insurance Co. The first 
conterence address will be that by H. H. 
Allen, president of LOMA and 2nd vice 
president of Mutual Benefit Life In- 
surance Co., who will outline the prog- 
the personnel movement. The 
insurance company from the secretary’s 
viewpoint will be the subject of the 
next speaker, Frederick H. Groel, vice 
president and secretary, Prudential In- 
surance Co. of America. The final speak- 
er Monday morning will be Holgar J. 
Johnson, president, Institute of Life 
Insurance, on the public relations re- 
sponsibilities and opportunities of per- 
sonnel in home offices. 

Monday afternoon’s session will open 
with a deseription of life office manage- 
ment in continental Europe by Georges 
Tattevin, president and director general 
of Compagnie General d’Assurances, 
Paris. Flexible vs. fixed retirement ages 
will be discussed by George E. Johnson, 
vice president and general counsel for 
Teachers Insurance & Annuity Assn. 
Office administration will be affirmed as 


ress ot 
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a major function of management by 
H. Bruce Palmer, president, Mutual 
Benefit Life Insurance Co. How to main- 
tain communication lines between man- 
agement and the clerical staff will be 
shown by Philip K. Robinson, vice 
president, Northwestern Mutual Life In- 
surance Co. The annual banquet, enter- 
tainment and dance will be held Monday 
night, beginning with a reception at 
6:50 p.m. 

At the opening of the Tuesday morn- 
LOMA Institute diplomas 
and keys will be presented. The first 
speaker will be Dean Frank R. Neuffer 
of the University of Cincinnati, who will 
cover trends in American employee edu- 
cation. Robert C. Perry, vice president, 
State Farm Life Insurance Co., will 
report on a survey of the institute’s 
program. Jean Woolfolk, assistant secre- 
tary, Union Life Insurance Co., will tell 
what the institute’s program has meant 
to her. How to make the most effective 
use of this program will be described 
by James H. Kohlerman, LOMA’s edu- 
cational director. 

Concurrent seminars will oceur Tues- 
day afternoon. A formal paper on the 
quality control of insurance records, by 
James TT. “Byrne, research manager, 
Metropolitan Lite Insurance Co., will 
be distributed to industrial insurance 


Ing’ session, 
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NO FEEDER FOUL-UP 


A duplicating job that begins 
well ends well—and smooth even feed- 
ing assures the best beginning. 

Some duplicating papers feed well — 
some don’t. There are some simple 
reasons. Trouble in feeding can come 
from uneven moisture content (that 
causes ‘“‘warped’”’ reams) or uneven 
edges (and that can cause havoc). 
Eastern’s Duplicating Papers are tail- 
ored for duplicating processes. Scientific 
instruments assure even moisture con- 
tent so the paper lies flat in the feeder 
tray and never warps in normal humid- 
ity. And every ream of Eastern’s paper 
is micromatically trimmed — assuring 


even edges that ‘‘match”’ to a hair and 
smooth, smooth feeding. 

If you’re not getting the even smooth 
feeding you should get, try any of the 
Eastern’s papers listed below. You'll 
find them easy to work, pleasing to the 
eye and the perfect paper for any dupli- 
cating process in your office. 

So for better impressions, specify: 
Atlantic Duplicator, Atlantic Bond, 
Atlantic Mimeo, Atlantic Opaque, 
Manifest Bond, Manifest Mimeo, 
Manifest Duplicator. 

For sample packets or sheets either 
contact your Eastern Paper Merchant or 
write Eastern Corporation, Bangor, Me. 





nybo 


ATLANTIC BOND 
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EASTERN 


Puinass PAPER 


MADE BY EASTERN CORPORATION « BANGOR, MAINE 











companies before the conterenee, The 
author will then lead a discussion of 
the subject for representatives of indus 
trial companies. Panel members will in- 
formally answer questions from the 
audience on any phase of industrial 
insurance office procedures. At the acci- 
dent and health insurance seminar, em- 
phasis will be given to monthly and 
special types of premium procedures, 


along with related activities of the acci- 
dent and health office. Brief papers will 
he presented on individual monthly poli- 
cies, franchises, association groups and 


special risk policies. 

There will be an off-the-reeord dis- 
cussion of internal checks and balances 
to prevent defaleations and shortages. 
Members attending this session will be 
encouraged to present histories 
from their own experience. Another of 
the concurrent seminars the same after- 
noon will be on departmental and fune- 
tioning costs. LOMA’s committee 
will be on hand to advise on expense 
control and analysis. Attendance at 
these sessions will be limited to those 
who express their interest in advance 
of the conference. Later in the session, 
members of the cost committee will be 
available for individual consultation. 


case 


cost 


On Tuesday evening at 8 p.m., the 
personnel committee will conduct an off- 
the-record session for personnel officers 
This discussion 
will deal with all branches of life insur- 
ance office personnel administration. 

The seven regional planning commit- 
will hold eleven group diseussion 
sessions on a wide range of topies per 
taining to life insurance office operations 
on Wednesday morning, September 25. 
To keep these groups reasonably small, 
attendance will be limited. When all 
seats in the group are occupied, mem- 
bers will be asked to pass on to another 
group The final general con- 
ference speaker will be heard before 
Wednesday’s noon adjoinment. He will 
be Samuel S. Board, director of reeruit- 
ment and placement, Koimonia Founda- 
tion, Baltimore, and his subject will be 
the detection of potential supervisors. 

As usual, there will be special demon- 
strations of office machines and equip- 
ment and this year two dozen manufac 
turers will exhibit their products. LOMA 
members will receive copies of the com- 
plete program in advance of the con- 
ference. Information is available trom 
Frank L. Rowland, managing director, 
110 East 42nd St., New York 17. 


of member companies. 


tees 


SeCSS1ION, 


The recently redeco- 
rated offices of 
Central Mutual In- 
surance Co. of 
Dallas, showing desks 
and files made by 
Invincible Metal 
Furniture Co. 


THe Orrice—September, 1953 





copies anything- 
INSTANTLY i Fy 


Remember the many precious work- 
ing hours lost in your office this 
month when additional copies of in- 
coming correspondence, important 
forms or art work suddenly became 
necessary? The typing, proof-reading, 
correcting—and the money it cost? 


You can change all that with the 
Cormac—a compact, fully automatic 
unit, manufactured in the United 
States—which gives perfect, DRY, 
inexpensive facsimiles of anything! 


As with the typewriter and the cal- 
culator, the copy machine has rapidly 
become accepted standard business 
equipment. It can do jobs that were 
never before practical within the of- 


fice. It's a ‘‘must'’ for any up-to-date 
organization. 


Why not investigate the Cormac 
today? Your own office equipment 
dealer will be glad to show you how 
the Cormac profits every office, plant 
or shop. Or, write direct to Cormac. 


' Cormac Industries. 


7, N. pic are 
Cormac descriptive |it 
pies As A Shortcut in 


1 41 East 42 St. 
' New York 17 
H Please RUSH 


booklet, "Co 
You are cordially invited 


i] 
4 
to visit us at the } 
NATIONAL BUSINESS SHOW 
BOOTH 366 H 

Grand Central Palace, t 

New York City G 

Oct. 19-24 \- 


(firm m) 
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@ Practical—Copies 
@ Econornical—Copie 
@ Fast—Copies in 19 
@ Simple—N 

®@ Versatile—Copies 
@ Error-Proof—Leg 

@ Clean—No ink, n 

@ Attractive—Moderr 
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on Murray Hill 2-5964 | 
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Dealer Inquiries Invited 





swrhere you have colume duplicating 
schere speed is important 


sehere you want the very best 


RYT TT rd / 


y 


Kluaid Duplicator 


with New De Luxe 
Ream Feeder 





AN ADVANCED DEL 
WITH ALL THE PREVIOUS 





DEPENDABLE FEATURES 


Reproduces 4 colors in one operation 
Reproduces all or part of master 
Duplicated fill-in registers perfectly 
with record printed form 


Using Standard Master Prints (printed 
carbon master units), form and fill-in 
can be duplicated simultaneously 


Original may be filed and reused 
again and again 


For still higher efficiency, Standard, hav- 
ing introduced the great new Coronet 
C9EA in 1951, now offers you an even 
better business machine, this effective 
mew Coronet C9ED with Deluxe Ream 
Feeder Unit. ELECTRIC 


Free illustrated brochure on request. MODEL C9ED 


STANDARD DUPLICATING MACHINES CORPORATIO.! 
Everett 49, Massachusetts 





Standard Duplicating Machines 








How to Produce 
Contract Progress Reports 


ROBERT C, FOUHY 
Missile Section, Bendix Products Div., Bendix Aviation Corp., Mishawaka, Ind. 


HEN your plant is awarded a gov- 
ernment contract for research or 
production work you'll probably 
find a short sentence in the contract 
prescribing the regular submission of 
progress reports. Don’t pass up this 
sentence too lightly! In its short length 
it covers a lot of work on a very im- 
portant phase of the job. The progress 
report has three important functions. 
First, contractor’s report provides top 
level defense officers and executives with 
means of keeping up-to-date on hun- 
dreds of projects that they may be con- 
trolling. Seeond, as the progress  re- 
port is just about the only material 
thing remaining in many cases when a 
project has been completed it serves a 
history function also. 
Last, but certainly not least of all, 
the progress report is a salesman for 
the firm. Most of the time the report, 


when it reaches the contracting agency, 
is just one of hundreds written about 


similar projects. Even though the prog- 
ress told in it is of intense interest to 
the recipient, the appearance of the 
publication also makes a definite im- 
pression on those who read it. An at- 
tractive, professional looking report im- 
mediately creates an image in the mind 
of the reader of an efficient, smart or- 
ganization. The worth of a firm may 
be judged by form and style of its prog- 
ress reports. 

Most firms attach a good deal of im- 
portance to this phase of their contract 
and provide definite arrangements for 
production of good reports. How far 
your firm should go in this respect de- 
pends on how important reports are 
to your organization and what your 
budget can stand. If you decide to 
establish a reports group, your first 
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consideration should be the personnel 
to operate the department. The man to 
head this department, ideally, should be 
a person with a degree in engineering, 
a flair for writing and the ability to 
supervise and organize. If the organi- 
zation currently includes such a man 
who can easily be switched to handle re- 
ports, then the problem of personnel is 
much simpler. It is more than likely, 
however, in view of the extreme short- 
age of engineers, that a qualified engi- 
neer who can write is already doing 
more important work for the firm and 
cannot be spared. Thus you must look 
outside for your man. 

A search of the employment agencies 
and a session with the want ad columns 
of the daily papers will convince one 
that technical writers who are experi- 
enced engimeers are hard to find. An 
excellent alternative for an engineer- 
writer is a person of non-technical back- 
ground who has publishing, writing or 
advertising ability. There are many 
trained and competent people who can 
adapt themselves quite readily to tech- 
nical writing. In addition to bringing 
an open and inquisitive mind to the 
problems of producing interesting  re- 
ports, these people can provide layout, 
makeup and printing knowledge that 
will make your reports more attractive. 
Many advertising copywriters and per- 
with technical magazine back- 
grounds have handled copy that is semi- 
technical. 


SOnS 


Another source of personnel for the 
reports department may be found in the 
graduating engineer. Here is a person 
who has the fundamentals needed to un 
derstand the technical terms and prin- 
ciples but who has not the experience 
to make his services more required in 
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other sections of your engineering de- 
partment. number of male 
graduating care for 
writing, many companies are finding 
that female engineering graduates are 
particularly adjustable to reports work 
and make fine technical writers. 

When you have your man, pay him 
at least as well as you pay project en- 
gineers. Take time to personally in- 
troduce him to the project engineers, 
impress on them that he is going to be 
doing an important job and that he will 
need their assistance and cooperation. 
A memo stating the information also 
will help to introduce the reports super- 
visor at a high level of authority. 

Don’t plunk the reports section in the 
middle of a general engineering office 
area. The preparation of good reports 
requires a large amount of concentra- 
tion and quiet. This can be best 
achieved by locating the reports section 
in a large office. 
In addition to the usual office furniture, 
equip the section with its own telephone. 
Steps and time will be saved when your 
report writers can easily call in advance 


Because a 
engineers do not 


closed-off space or a 


90) 


for appointments and information. 

In addition to the supervisor of the 
reports section, a tew other employees 
will be required. While small reports 
groups can get along without a tech- 
nical illustrator, few of the larger 
groups are without this necessary per- 
His services will be invaluable in 
the preparation of cut-a-way drawings, 
diagrams, charts and illustrations. Since 
the preparation of reports involves a 
great deal of drafts, outlines, finished 
copy and just plain typing, a good 
stenographer is a necessity. She should 
full-time to the reports 
section. They’ll keep her busy all the 
time. Later the reports supervisor may 
feel the need of an assistant to handle 
the details of publication production. 


son. 


be assigned 


To consider the kinds and types of re- 
ports to issue, it IS wise to spend some 
time in consultation with your reports 
supervisor during his first days on the 
job. Decide how much money you have 
to spend and what kind of reports this 
amount of money will buy. Review the 
printing facilities available, the security 
measures to be taken and the general 
formation of the reports. 


The contract will generally establish 
the number and frequency of the re- 
ports vou must issue and sometimes even 


the method of reproduction. The format 
(shape, size and general make-up) of 
the report remains your responsibility 
In choosing a format, be guided by the 
reports supervisor and his illustrator. 
If you have hired a man with publica- 
tion or advertising experience, he will 
have a better feel for these details. 
Nevertheless, it is your report and you 
should have some say in the final design 
selected. Consider the size of your en- 
tire group, the demands of the contract, 
the cost of producing reports before any 
steps are made toward picking a for- 
mat. For a small contractor, perhaps 
reports will have a very effective but 
simple format of just a pre-printed 
binder in which the duplicated pages 
will be held with file fasteners. <A 
larger contractor might prefer to see his 
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instantly changeable type for 
print-like’ stencil duplication 


Now your mimeo duplicator can function as your own 
private little printing plant. The Vari-Typer Stencil-Writer 
will supply the type in all the sizes and styles you need 
to produce your own forms, bulletins, mailing pieces, 
parts lists and hundreds of other jobs you once sent to 
the printer. The economy is amazing. You get more copy 
with greater legibility on a single stencil and cut your 
costs way down in running time, materials, postage, etc. 
A Vari-Typer Stencil-Writer pays for itself in a short time. 


HERE ARE JUST A FEW OF THE MANY 
FACES YOU CAN HAVE IN YOUR 
NEW VARI-TYPER STENCIL-WRITER. 


® BOLD FACES for Headings 
e BOOK Types 
for Literature 
PRINT Styles with Italics 
TABULAR WORK Type Styles 
CONDENSED FACES for small areas 
FORMS TYPE STYLES 


FOREIGN Languages, too 


ee. 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Avenue, Newark 5, N.J. | 


Please send me Vari-Typer Booklet No. 230 | 


ZONE....STATE 
Ta, 
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Here's why Invincible Modernaire desks mean 


> Greater satisfaction for you! 


As many as five big box channels lie underneath 
the top surface like strong sinews . . . combine 
with heavy channels and angle rims at sides and 
edges, reinforcing desk top and sides. 


Invincible Modernaire desks combine 
smart, modern beauty with below-the- 
surface features to provide the utmost in 
utility, economy and durability. No other 
desk offers the strength, rigidity and free- 
dom-from-trouble provided by Invincible’s 
unique method of reinforcing desk top and 
sides. Heavy box channels, welded through- 
out, prevent bending, bowing, twisting 
and weakening. 

Don’t be satisfied with ordinary desks, 








You can’t twist, bend or deflect this desk slide 
— even under heavy loads. There’s extra rein- 
forcement at key points, assuring maximum 
strength and durability. 


Invincible gives you better construction— 
longer life — greater utility. Write for 
details. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co. @ Manitowoc, Wis. 
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reports printed book fashion in two or 
more colors on glossy papers. To get 
an idea of what to do or not to do, re- 
view a number of reports from firms do- 
ing similar work. 

In general, 
divided into four classes. 
super-duper  report-——a_ spiral bound, 
glossy covered report profusely illus- 
trated with four-color illustrations. Then 
there is the brochure-slick report—a 
professionally bound report, printed on 
good quality paper, containing a large 
number of illustrations and copy set by 
a Vari-Typer or in metal. Next we 
have the conservative-attractive report 
generally produced entirely within the 
duplicating shop of the contractor be- 
ing typed on paper offset masters. Pic- 
tures and other printed components are 
reproduced in black and the report is 
hound simply or stapled and taped 
along one edge. The fourth kind of 
report is the technical-tome report 
more often than not typed and run off 
on an offset duplicator and covered with 
a simple cover upon which the title is 
typed. 

When you have determined which 
style your reports will follow, it is best 
to retain the established format and out- 
line over a number of issues of the re- 
port. Then your report will 
more familiar to the Armed Forces and 
other contractors. The format of semi- 
annual or annual reports, required in 
addition to the regular reports, can be 
changed slightly so that they will be 
readily identifiable as a report covering 
a longer period of time. [Improvements 
in design and layout can be made any 
time. 


progress reports can be 


There is the 


become 


If you are lucky, you’ve had your re- 
ports group organized before, or at 
least at the same time as, the beginning 
of the contract activities, so the writers 
are able to gather material from the be- 
ginning. It is more than likely that 
your contract has been under way tor 
time and that the reports have 
been handled by an engineer doubling 
in brass. Consequently the reports su- 


some 
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pervisor will have to immediately set 
up an information gathering system. 
Project engineers are more than likely 
submitting regular progress reports to 
you. A short memo from the reports 
supervisor will bring copies of these to 
his desk. He may even want to con 
sult briefly with each project engineer 
and settle the amount of detail the proj- 
ect engineer’s reports should contain as 
well as the outline they will follow. 

The reports supervisor may wish to 
utilize the reporter method ot gathering 
information which requires that certain 
technical writers assisting him be as- 
signed to cover definite segments of the 
project. Each is then responsible for 
personally gathering the information as 
to the periodic progress of their seg 
ment in the fashion of a newspaper re 
porter who is assigned a specific “heat.” 
Such a course, however, requires a stat! 
of at least three technical writers and 
involves a great deal of leg-work. The 
general practice is a combination of the 
two systems. Periodic copies of pro] 
ect engineers’ reports usually give the 
highlights and some details of  signifi- 
cant Additional details often 
have to be dug out later by writers from 
the reports group. 

When material for a specific report 
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has been gathered, the technical writers 
can begin to prepare the sections of the 
report. The writers will work from an 
outline. This can be somewhat of a 
standard outline with slight changes be- 
ing necessary only to include more de- 
tailed information. The next step is 
preparation of a rough draft. Here the 
writer can absorb the separate reports 
by a eareful reading and then put down 
on paper in his own words just what 
has happened. Naturally he will have 
to consult his copies of the project en- 
gineer’s reports for details. An alter- 
nate method is to make a paste-up of the 
several reports to assure himself that 
all similar facts are assembled in the 
same place. Using this combined re- 
port, one can easily set down the facts 
paying special attention to continuity, 
grammar and technical accuracy. 

The finished rough draft should be 
reviewed by the reports supervisor be- 
fore it is given to the project engineer 
for careful checking. In most eases this 


is the last time the project engineer sees 


the material for the report until pub- 
iished. More than one review of the 
copy tor a report, especially if there 
is a time lag between them, oceasions 
more unnecessary changes and additions 
which delay the report beyond scheduled 
release dates. Most reports groups feel 
one review by the project engineer is 
sufficient to secure accurate check of the 
technical information. 

If the report is to be printed by your 
own printing department or an outside 
firm, the rough must be prepared as a 
final draft suitable for the typesetter. 
If your report is printed by offset or 
mimeograph, your own typist should be 
experienced enough to make the masters 
by working directly from the rough 
draft. Where the proofs or the masters 
have been approved, it is customary for 
the chief engineer to sign the report in- 
dicating final approval of its contents. 
He will have little if any time to read 
the report before issue and thus the re- 
ports group must be certain all informa 
tion in the report is correct before it is 
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presented for signature. 

The most up-to-date progress reports 
today are protusely illustrated with 
photographs, curves, schematics, draw 
ings and charts. If your report is to 
be classed among them, your group will 
definitely want to include these items. 
Only those illustrations which are per 
tient to the subject material are in- 
cluded in an issue. 

The use of photographs probably will 
require the services of a plant photog 
rapher. Usually your. staff photog 
rapher’s activities can be expanded to 
include the work for your new contract. 
If your plant does not have a photo 
graphic set-up, you can either hire a 
photographer on a full-time basis and 
provide him with a complete photo lab, 
or you can make an agreement with 
local commercial studio to take 
your needed pictures on an assignment 
If your project is a highly con 
fidential one, the studio will have to pass 
security inspection which often takes 
more than three months to accomplish. 
Under such circumstances you may find 
it more desirable to set up your own 
photographie department. Smaller 
manutacturers may want to assign a 
skilled amateur, now on the staff, to 
take the needed pictures. All materials 
and a press camera should be furnished 
and, in a small project, such an employee 
would probably be able to take all the 
photos needed and yet carry on his reg 
ular duties. Some additional 
sation for the man would be in order. 
The photo section should report to your 
reports group since they will have the 
greater number of calls for photographs. 
They will also be better equipped to do 
the job of eataloging and recording the 
pictures taken. 

Charts, schematics and drawings for 
use in reports are readily available it 
existing blueprints are photographed 
and reduced to fit your book. Usually 
the reports staff will have to redraw 
these curves in India ink to get the best 
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THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 


Get your personalized edition today—a 
unique and beautiful example of modern 
plastic binding. Packed with illustrated 
facts and ideas. Gives complete applica- 
tion story and cost advantages of the 
GBC Binding System—as proven in 
thousands of progressive organizations 
in every field of endeavor. Here's a 
wealth of timely and important informa- 





tion... absolutely FREE 





Anyone can produ ee 
plastic bound books in 


ie 
Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC bindings—%6" to 1%” diameter. 


Do PLASTIC BINDING 
RIGHT IN YOUR OWN OFFICE 


Bind all sizes and types of loose sheets 
with compact GBC plastic binding equip- 
ment ...in a matter of seconds. You’ll 
add prestige, color, utility, attention- 
compelling appearance and increase the 
effectiveness and life of your literature, 
Pages lie perfectly flat . . . may be in- 
serted or removed any place in book. 





- GET THIS FREE PORTFOLIO-PRESENTATION... TODAY! 


GENERAL BINDING CORP., Dept. O:?, 


Ce ended 


GENERAL BINDING CORPORATION 
Dept. 0-9. 812 W. Beimont Ave., Chicago 14, Ill. 


Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION this includes complete 
prices, applications, and cost advantages. | under- 
stand there is no obligation. 
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812 W. Belmont Ave., Chicago 14, ca, eae OD TA ROSATI 
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F. J. RING 


, Cc. E. COOLEY 
NBFA President 


Ist Vice President 


s. 


DAN McKAY 
2nd Vice President 


WILLIAM ASHBY 
Treasurer 


CONVENTION OF FORMS DISTRIBUTORS 


HE 8th annual convention of Na- 

tional Business Forms Associates will 

be held at the Edgewater Beach 
Hotel, Chicago, September 2 to 6. Or- 
ganized in 1946, this is the largest as- 
sociation of independent distributors of 
forms and allied business systems as 
well as forms handling and _ storage 
equipment. Some two dozen manufac- 
turers will join the members in formal 
and informal discussions of subjects 
important to members of this industry 
which has grown so tremendously in the 
last decade. 

Among the speakers who will address 
meetings on Thursday and Friday, Sep- 
tember 3 and 4, will be Ray Arnell, 
president, Arnell Business Forms Co., 
Minneapolis, whose subject will be prod- 
uct research and development. R. A. 
Stratton, partner of New England Busi- 
Forms New Haven, Conn., 
will talk on personnel planning and 
methods. Roy Harris of McGregor & 
Werner, Ine., Washington, D. C., will 
cover administration planning, Don 
Barr, president, Don Barr Associates, 
Mansfield, Ohio, will discuss the use of 
direct and indirect advertising. C. E. 
Cooley, president, Cooley Business 
Forms, Ine., Rochester, N. Y., has the 
topic of membership development. J. 
Harris, president, Harris Business 
Forms Co., Davenport, Iowa, will be 
heard on industry development. 

Manufactures attending this conven- 
tion will not set up publie exhibits in 


ness CA.» 
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the usual manner although their prod- 
ucts will be available for the inspection 
of all distributors attending. Because 
the group is comparatively small, NBFA 
conventions attain a height of personal 
contact impossible with larger groups. 
Then, too, matters of top importance to 
this industry can be more coherently 
treated, especially since representatives 
of top management of member compa- 
nies are in attendance. 

Planned entertainment, in addition to 
the general sports activities on the ho- 
tel’s grounds, will include a manufae- 
turers’ joint cocktail party on Friday 
evening, September 4, followed by the 
association’s annual banquet that same 
night. A golf tournament will be held 
on Saturday afternoon. Since the follow- 
ing Monday is Labor Day, those attend- 
ing this convention can either extend 
their stay in Chicago or make a leisurely 
trip home. This fact should also allow 
members from far points to attend since 
their return trip need not take time 
from their business. Independent forms 
and systems distributors who are not 
members of NBFA will find this the 
ideal opportunity to join their industry’s 
association. Because the group is not 
yet too large, a new member ean be 
assured of feeling immediately at home 
among a group of individuals who speak 
his language. For more data on Nationai 
Business Forms Associates, write to F. 
J. Ring, Room 310, 8 S. Dearborn St., 


Chieago 3. 
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Presenting a new duplicator 


with a world-famous name 


GESTETNER 260 
with CONTINUMATIC INKING 


th 














A truly great 
achievement . 
continuous, auto- 
matic inking! Just 
set the selector to 
the ink density you 
want, dial the num- 
ber of copies, and 
your Gestetner 
does the rest— 
cleanly, quietly, ef- 
ficiently. 


““Here’s why I like our Gestetner” 


“No more dirty, smudged fingers and 
ink-stained dresses! Although we use 
the Gestetner constantly, my hands 
are clean, my clothes unspotted. You 
just don’t know what a relief it is!” 


Cuts in half the cost of let- 
ters, forms, reports! You'll 
be delighted at the 
money and time your 
Gestetner can save. New 
electronic stenciling 
makes it possible to re- 
produce almost anything 
you wish ...in any of a 
dozen attractive colors. 
And you can change 
colors quickly —with no 
need to wash rollers or 
drums! 


Clean, simple to operate! 
Your operator merely 
clips a tube of paste ink 
into the machine — with- 
out fuss or mess. No 
other duplicator ap- 
proaches the Gestetner’s 
ease, simplicity and 
cleanliness of operation 
... Yet the Gestetner 260 
costs no more than com- 
parable equipment— why 
not request a demonstra- 
tion today? 


For details, samples and 
the name of your near- 
est distributor, ask for 
the Gestetner 260 Pres- 
entation Folder. Attach 
your letterhead to this 
page ... and send to 
Gestetner Duplicator 
Corp., Dept. 15, 50 Mc- 
Lean Ave., Yonkers 5, 
New York. 


Galler 


Duphcating at its finest. . since 188) 


PARTS AND SERVICE 
FROM COAST TO COAST 





PAUL E. BURBANK ADRIAN H. 
PEMBROOK 


NSOEA’s 
47th Annual 
Convention 
In Chicago, 


Sept. 26-30 


QOMPLETED plans for the 47th an- 
nual convention of the National Sta- 
tionery & Office Equipment Assn. 
were announced last month by Paul E. 
Burbank, general manager. Already 
known as the world’s biggest event of 
its kind, this year will register further 
erowth for NSOEA’s exhibit of sta- 
tionery and office supplies which will 


LEONARD B. WILCOX L. R. ADDINGTON 


GARY GARIEPY 


DR. KENNETH HON. SINCLAIR 
McFARLAND WEEKS 
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MONDAY MORNING, SEPTEMBER 28 
Paul E. Burbank, NSOEA General Manager, presiding. 
WE ARE IN THIS TOGETHER: Adrian H. Pembroke, Sali Lake City, NSOEA President. 
THE PSYCHOLOGY OF MOTIVATING SALESMEN: Gary Gariepy, President, Sales 


Training International, New York. 


MONDAY LUNCHEON, SEPTEMBER 28 


LIFT YOUR SIGHTS TO INCREASE YOUR RANGE: Dr. Kenneth McFarland, Educational! 
Consultant, Topeka, Kans. 


TUESDAY MORNING, SEPTEMBER 29 (Divisional Meetings) 


DISTRIBUTORS: Walter H. Miller presiding. 

LET'S TAKE A LOOK AT THE RECORD: James W. Moriarty, Manager Group Office, 
John Hancock Mutual Life Insurance Co., Washington, D. C. 

FORUM: Walter H. Miller, Adrian H. Pembroke, Reuben Haslam. 

MANUFACTURERS: L. R. Addington presiding. 

CANDID COMMENTS: Leonard B. Wilcox, Roberts Printing & Stationery, Hutchinson, 
Kans. 

SYNOPSIS OF LEGISLATION: Reuben S. Haslam, Attorney, Washington, D. C. 

FIELD DIVISION: Ralph A. Maish presiding. 


TUESDAY LUNCHEON, SEPTEMBER 29 
TODAY'S PROBLEMS: Hon. Sinclair Weeks, Secretary of Commerce, Washington, D.C. 


TUESDAY AFTERNOON, SEPTEMBER 29 


Walter H. Miller Presiding. 
YOU HAVE THE ANSWER: L. 'R. Addington, Ar# Metal Construction Co., Jamestown, 


N.Y. 
THE CHALLENGE OF CHANGE: Walter Johnson, Secretary, American Airlines, New 
York 


TUESDAY EVENING, SEPTEMBER 29 
CONVENTION PARTY, DANCING AND ENTERTAINMENT. 


WEDNESDAY MORNING, SEPTEMBER 30 


L. R. Addington presiding. 

AMERICA'S GREATEST PIPE LINE: Ralph DeArmond Cies, Research Consultant, 
Boston, Mass. 

WHAT'S OLD?: W. H. "Bill" Gove, Sales Development Director,.Minnesota Mining 
& Mfg. Co., St. Paul, Minn. 

By-Law Amendments, Convention Reports, Election of Officers. 


WEDNESDAY EVENING, SEPTEMBER 30 
ANNUAL BANQUET AND DANCE. 


occupy the exhibit hall, annex and from 1 to 9 p.m. on September 26, 27; 
lobby, fifth floor rooms, third floor ball- 2 to 9 p.m. September 28; 5 to 9 p.m., 
rooms and corridor, and half the sixth September 29; noon to 6 p.m., Septem 
floor in the immense Conrad Hilton Ho- — ber 30. It will be quite a task, if not 
tel in Chicago. Exhibit hours will be impossible, for one person to cover all 
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Adding-Figuring Machine 





THANKS! THANKS! 


To all OL the Wonderfy| olf 


Ice Machine dealers tor 


their 
OUP initial “nouncemens On the new RES] ILTA ] 


If YOu Want to Jon UP with a Progressive Offices 


Machine Manutacturey and 
distributor, Who js Planning 


for a long range Program ot development In the 
Office Machine business. With |] 


Who “an Zive Voy; the dealer 


business Machines With the 


arge Americar Plant Lacilities and resources, and 
an ever NCTeasing and ©omplete ling OF first ¢ 


highest rate of discounts to help Yor 
Profits, then Phone, Wire, or Write 


franchise lor RESULT A 
UPON the OTA (rademark 


{uality 


Make more 
US tor more Intorm; > OTA €XClusive 
Adding-figuring Machines : You can depend 
tor quality, Service, Integrity, 


Washin ton, D Cc. Office k City Distributo, Zurich, Switzeriang 
100) Conn Ave. N Ww. Mputing Machines, Ocrlikon—Buehrie & Co 
eekman S+ 155 Birchstrasse 


SALI 
fe - : 














the 419 booths of over 330 manufactur- 
ers in the 33 hours. Three acres of ex- 
hibit space means a lot of footwork and 
dealers who wish to see all there is to 
see would be wise to bring along one 
or more members of their firm to help 
make their contacts with suppliers. Last 
vear, over 9,000 attended the exhibits 
and this year’s figure is expected to be 
higher. 

The convention itself will open Mon- 
day morning, September 28, at 9:30 
when Adrian H. Pembroke, NSOEA 
president, presents his observations on 
the industry’s past year. Armand J. 
Giariepy, a leader in the sales training 
field, will then discuss the psychology 
of motivating salesmen. At Monday’s 
luncheon session, Dr. Kenneth MeFar- 
land, an outstanding speaker, will give 
one of his intensely interesting talks. 

The three divisional meetings will be 
held concurrently on Tuesday morning. 
Distributors will meet in the adjoining 
Kighth St. Theater where the associa- 
tion’s group life insurance plan will be 
described. The balance of this 
will be devoted to a question and answer 
forum which the retailer members liked 
so much in previous years because it 
allows them to present their problems 
for sc!ution by members from other 
parts of tne country. At the same time, 
the manufacturers will be meeting in the 
hotel’s upper tower ballroom, and the 
traveling representatives will hold forth 
in the lower tower ballroom. At 
the entire convention will unite for 
luncheon, after which they will be 
addressed by Secretary of Commerce 
Sinclair Weeks. Mr. Weeks will be in- 
troduced bv Assistant Secretary of 
Commerce, Craig R. Sheaffer, formerly 
president of W. A. Sheaffer Pen Co. and 
long a member of NSOEA. 

Following Mr. Week’s talk, the gen- 
eral will hear L. R. Addington 
of Art Metal Construction Co., who 
made such a deep impression on listen- 
ers at regional meetings this past spring. 
Closing the Tuesday afternoon session 
will be Walter Johnson, a leading speak 


Session 


noon 


SeSSION 
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er at meetings of the National Sales 
Executives Club. 

The association’s research director, 
Dr. Ralph DeArmond Cies, will present 
a visual story of the industry’s inventory 
and turnover problems, on Wednesday 
morning. He will compare the members’ 
methods of operating with those of other 
industries. The convention’s final high 
light will be its own member, W. H. 
‘* Bill’? Gove, sales development director, 


Minnesota Mining & Mfg. Co. Two 


vears ago, Bill endeared himself to the 
industry during his regional tour. This 
vear he received the “Oscar” of the Na 


Executives as the Out 
standing Salesman of the Year. His 
subject at this convention is_ titled, 
“What’s Old?” but his material will be 
entirely new. Following Bill’s talk, of- 
ficers will be elected for the year ahead. 
activities for both 
ladies and gentlemen have not been 
overlooked. Both will attend the 
convention party on Tuesday night in 
the Conrad Hilton’s grand ballroom 
where a floor show will be followed by 
daneing until midnight. On Wednesday 
night there will be the colorful annual 
banquet with daneing until 1 a.m. Spe 
cial entertainment features for the ladies 
themselves sound more interesting than 
ever. There will be the Get Acquainted 
Tea on Sunday afternoon, September 
27. Tuesday, following luncheon at Mar 
shall Field & Co., the ladies will witness 
a magnificant stvle show. On Wednesday 
they will attend a special matinee per- 
formance by the drama group of the 
Art Institute of Chicago at the 
man Theater. As always, the ladies will 
have a chance to win a host of fascinat 
ing prizes through the generosity of 
manufacturer-members. Prizes for the 
will be awarded at all business 


tional Sales 


The entertainment 


sexes 


Good 


men 
Sessions. 

Every retailer in the country is in 
vited to attend this biggest event in his 
industry. Complete information ean be 
received by anyone in the industry by 
writing NSOEA, 740 Investment Build 
ing, Washington 5, D. €. 





Courtesy 


HE office manager well knows the 
value of a half-hour saved. But quite 
tten the difficulty of finding time- 


saving methods is small compared to the 


difficulty of winning acceptance for 
them. Let us imagine that a study has 
been made and shows that an electric 
typewriter would increase output in a 
particular job by 15% and save time 
worth $1000 per year. One argument, 
all too familiar especially in the smaller 
office or at lower management levels, 
takes this line: 

“Why should we spend money on a 
‘luxury’ machine? The typist will still 
be there. She'll still have to be paid for 
the time you save. There will be no real 
saving.” 

To anyone who believes that time is 
money, this is a disconcerting argument. 
There are at least six answers to it 
but, if they do not present themselves 
at the crucial moment, goodbye to the 
new equipment. Even a small saving 
of work can benefit the organization in 
six Ways: 

1. Allow the supervisor to delegate 
more routine work and spend more time 
on planning and control. 
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Why 
Save 
Half a 


Person 
> 


JOHN HOCKMAN 
Office Methods 
Technician, 
Canadian 
International 
Paper Co., 
Montreal 
Underwood Corp. 

2. Allow other tasks to be completed 
earlier. 

3. Give time for more care and atten- 
tion to detail. 

4, In conjunction with other time-sav- 
ing measures, help towards an eventual 
reduction of staff. 

5. Postpone the need to increase staff 
later, despite the tendency for working 
hours to decrease. 

6. Increase the output of data for 
closer control of operations without a 
proportionate increase of staff. 

If other people’s work is reduced, su- 
pervisors can delegate more of their 
own routine tasks. The special fune 
tions of a supervisor are planning and 
control. These functions determine the 
cost of his time and his value to the 
organization. Yet, few supervisors are 
in a position to delegate all the routine 
work which e¢alls for abilities. 
Routine tasks and those to meet dead- 
lines always claim priority attention 
while the planning and control work is 
pushed into the background. 

It may be argued that normal irregu- 
larities in the flow of work afford some 
time for review and planning. But effee- 


lesser 
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FREE -% OFFICE EXECUTIVES 


EAGLE-A’s unique new 


LETTER PLACEMENT GUIDE 


... helps your secretary improve the 
appearance of your letters! Slips into 
typewriter under letterheads... helps 
typist set correct margins and center 
every letter perfectly. Cuts down re- 
typing...saves time and paper. Write 
for your copy and free Sample Kit of 
Coupon Onion Skin-use coupon below, 


Exclusive feature...with these fine Eagle-A papers: 


100% RAG EXTRA No. 1 25% RAG CONTENT 
COUPON BOND TROJAN BOND 
TROJAN ONION SKIN 
100% RAG TROJAN MSS. COVER 
COUPON ONION SKIN 
AGAWAM BOND SULPHITE PAPERS 
AGAWAM ONION SKIN QUALITY BOND 
QUALITY ONION SKIN 
75% RAG CONTENT QUALITY MANIFOLD 
NTRACT BON 
oe wena TYPE-ERASE PAPERS 
50% RAG CONTENT TYPE-ERASE BOND 
ACCEPTANCE BOND TYPE-ERASE ONION SKIN 


NEW! Coupon Onion Skin—for Sample Kit mail coup: 


CLIP THIS COUPON TO YOUR LETTERHEAD 
American Writing Paper Corporation 
Holyoke, Mass.,Dept. 0.4 


Send your FREE Letter Placement Guide 


and Sample Kit of Coupon Onion Skin: 











ROYAL 


STANDARD «© ELECTRIC 
PORTABLE 
Roytype Business Supplies 





Call your Royal Representative 
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Is it worth 


I cent a day to you 


--. to get increased typing production in your office 


. .. higher morale and more work done faster? 


You may actually blink in astonish- 
ment to learn that you save only | cent 
a day by keeping a typewriter 10 years 
instead of trading it in at 5 for slick new 
Royal Standards. 

Yet, that’s the way the arithmetic 
works out. 

So, why not spend that 1 cent a day 
and get better employee relations . . 
better-looking letters and memos, in- 
creased typing production from your 
secretaries and typists? 

Besides, new Royal Standards are 
the finest, most rugged precision 
writing machines ever built, with less 
need for service, and many work- and 
time-saving features found on no 
other office typewriter. 

Royal, always built with the oper- 
ator in mind, is preferred 2’ to 1 


among people who type. 


Your local Royal Representative will 
bring a new Royal Standard to your office 
and show your people its superiorities. 
Why not call him today? Royal Type- 
writer Company, Inc., 2 Park Avenue, 


New York 16, New York 


(He’s listed in the Classified Telephone Directory) 
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| 
’ e . ‘ 
She s turning out Your secretary — or anyone in your office —- 


can work 5—10 times faster with Facit, the 


5 times more work fully automatic Swedish calculator. Thanks 


to its revolutionary, easy-to-learn 10-key 


ystem she can solve any calculating problem 
every month — | 


in one fifth the ordinary calculating time 





She's getting 5 times more work done every 
month! And she can operate Facit with 
one hand, leaving the other free 


for notations, checking etc. 


\ 


\ ¢ | CALCULATOR 
All the figures AOE IN SWEDEN 
on your World's most 
five fingers exported calculator 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y 
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tive planning demands thorough study. 
By increasing the efficiency of the or- 
ganization as a whole, it is likely to have 
a more permanent effect on profits than 
the routine work which so often pushes 
it aside. It cannot be sandwiched into 
the odd hours between deadlines. 

Alternatively, it may be suggested 
that circumstances change and_ will 
sooner or later allow more time. The 
only changes likely to have this effect 
are either a slackening of business 
(hardly to be desired), an increase of 
staff or an improvement of methods. 

Apart from planning and control 
work, in a busy office there are nearly 
always other tasks which have to be 
postponed for lack of time. The delay, 
in turn, gives rise to other difficulties 
and further complicates the situation. 
Even a few hours saved may eliminate 
many of the problems. When the pres- 
sure of work is heavy, the relief af- 
forded by well-thought-out short-cuts 
allows time for more attention to detail. 
Quality and accuracy can be improved, 
reducing the amount of checking and 
supervision that is needed and saving 
the time that would otherwise be spent 
in locating and correcting errors. 

An improvement of methods may save 
only part of a person’s time, but if part 
of a number of people’s time can be 
saved by a series of small improvements, 
sooner or later the remaining work ¢an 
be reallocated and the staff reduced by 
normal turnover. Control of workloads 
is one of the basie responsibilities of 
supervisors, so the reallocation of jobs 
should not impose any extra burden on 
them. 

If we wish to take a wider view, the 
longterm trend in all branches of indus- 
try and commerce is towards shorter 
working hours. If the output of work 
is to be maintained in the teeth of this 


CORRECTION 


The by-line was omitted from the article on 
page 39 in last month’s issue of THE 
OFFICE entitled ‘Modular Office Furniture.” 
The article was written by Richard Neu- 
maier, Systems Consultant, Philadelphia. 
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trend, either staff or output per manhour 
must be increased. Any effective short- 
cuts wil! help to delay the need for ex- 
tra staff. 

Moreover, the drive to reduce produe- 
tion demands more and more 
stringent control of operations, Increas- 
ing competition accentuates the drive by 
reducing profit margins. Union demands 
for higher pay and better conditions 
have the same effect. Closer control of 
operations means more demands on the 
office, as witnessed by the staggering 1n- 
crease in the proportion of office to 
other workers during the last half-centu- 
ry. Time saved increases the capacity 
to absorb extra work; otherwise person- 
nel must increase proportionately. 

Even if an improvement of methods 
only saves part of a person’s time, it 
may allow better supervision; quicker, 
better and more accurate results, and re- 
duction of staff (or postponement of any 
increase) despite the tendeney toward 
shorter hours and greater demands on 
the office. There can be no doubt as to 
the value of saving even a small part of 
a person’s time. The only question is 
“What is the best of the many ways to 
use the time saved?” 


costs 





Steno in Alaska 


(Continued from page 24) 


shops, stationery stores and other spe- 
cialty shops as well as markets and 
garages. 

All standard office equipment and re- 
pair services are available in Alaskan 
cities. Electrical and manual equip- 
ment is used in about the same propor- 
tion as in the States. Many businesses 
and their equipment are new. On Gov- 
ernment posts, of course, office furnish- 
ing and equipment may have been ob- 
tained from Surplus Property and may 
be well worn. 

Anyone who dislikes working under 
artificial light for many days at a 
stretch should not go to Alaska for of- 
fice work. Caroline does not mind, 
neither will she object to going to and 
from work in the dark. She has heard 
about the beautiful northern lights and 
will watch them with interest. The most 
unusual characteristic of Alaska is the 
light. To be fully appreciated it must 


be experienced in wintertime when days 
are short and the sun hugs the horizon. 
These long winter nights are compen- 
sated by the long summer days which al- 
low fishing and sightseeing until 10 
p.m. or midnight. To Caroline this is 
one of the great attractions in Alaska. 

Living conditions for office workers 
are pleasant. Many new apartment 
houses have been built recently, are well 
heated and provide welcome services. 
There are no YWCA’s but there is a 
YMCA at Anchorage. Living alone 
should not be a problem for long for a 
girl seeking her fortune in Alaska as all 
girls who go to Alaska get married soon. 
Men outnumber women almost twelve 
to one. Living quarters are higher 
priced than in the States, if one is forced 
to rent. Vegetables, meat, clothing, gaso- 
line and other merchandise are higher, 
too, for most of these necessities must be 
imported. However, salaries are in pro- 
portion and Caroline believes Alaskans 
have a slight advantage over residents of 
the States. 











Safeguord checkwriters assure you a lasting Security 
against check forgeries and alterations. Complete 
bank account protection with one stroke. With this 
one stroke, the amount and payee line is impressed 
permanently into any kind of check. Surprisingly low 
cost. INQUIRE TODAY. 














Safeguard Corp. 


LANSDALE, PA. 
CELEBRATING OUR 40TH ANNIVERSARY 
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& is always your best buy... 


Mage 


$0 look for the Neenah seal 


s! 








that is displayed by authorized Neenah 

Dealers who handle the finest boxed typewriter 
papers in America. There you can get business 
papers that have the prestige and permanence 
found only in a fine rag content paper. They 
contain from 25% to 100% new cotton fibers 
and are air-dried and tub-sized for a finer 
writing and typing surface. Your dealer has them 
in attractive, easy to use boxes. 

And when you need other office supplies, look 
for the Neenah Seal . . . it’s a mark of 


store-wide excellence. 


NEENAH BOXED 
TYPEWRITER PAPERS 


NEENAH PAPER COMPANY winch, 


Neenah, Wisconsin 


Matching envelopes available in all grades of Neenah rag content bonds 
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Motivating People to Work 


FRANK D. HURT 
Assistant Vice President, W. A. Alexander & Co., Chicago 


WE ARE FACED with the 
great problem of motivating 
people. In many areas there is a 
tremendous shortage of help. 
This creates stiff salary competi- 
tion. The high cost of living and 
unsettled conditions throughout 
the world have contributed to 
our problem. Absenteeism and 
lateness, loafing on the job, the 
coffee hour, requests for special 
consideration — all stem from 
lowered morale. This reduces 
general efficiency and more 
people have been added to the 
payroll to get the work done. We 
are obtaining from our employees 
about half the production we 
should expect. 


I lay a large part of the blame 
on the laxity of supervision. Dis- 
cipline certainly has deteriorated 
since the last war. Some of our 
supervisors have seized upon this 
fact as an excuse for the break- 
down of morale and the abuse of 
rules and regulations. While war 
conditions did contribute to this 
situation, I believe you will agree 
that if weak supervision had not 
permitted these abuses in the 
first place, the deterioration would 
not have been so pronounced. 
It is now time to supply some of 
the firm leadership that is a 
basic requirement of supervision. 
Notice I use the words “firm” 
and “leadership”. I don’t mean 
getting “tough”—that is not an 
“attribute of good supervision. 


The Office Management Assn. of Chicago is celebrating its 2 
year. To mark its silver jubilee, this 


HERE are two important incentives 
Poecees to insure productivity of 

workers: financial and psychological. 
Some people are motivated by the desire 
for prestige and recognition, some by 
the pride of accomplishment or the 
knowledge that they have done their 
best, and others by the desire for power 
and the ability to command the services 
of others. But strongest and most widely 
accepted of all is the financial incentive. 
The basic objective of any good wage 
incentive plan is to provide a relation- 
ship between earnings and effectiveness, 
so that the interest of both management 
and the employee will coincide and will 
be directed towards attaining maximum 
quality of product, minimum cost and 
better industrial relations. 

Opinions vary widely as to whether 
our current wage incentive plans are 
successful or unsuccessful. Some wage 
incentive applications have caused con- 
siderable trouble, both from management 
and employee standpoints. Others, built 
on the same lines, have been applicable 
to any type of industry or operation. 
The plan that works best in one com- 
pany and one community, may not be 
satisfactory in another company or com- 
munity. Effectiveness is more a matter 
of organization and control, rather than 
the type of plan used. In setting up a 
wage incentive program, the wise com- 
pany will devote particular attention to 
the organization phases of the problem. 
On them may depend the suecess or 
failure of the entire plan. 

In my own office, (insurance), up to 
the present, we have found it impractical 
to install a wage incentive plan, due prin- 
cipally to the variety of work and the 
seeming impossibility to measure and 


Sth anniversary this 


article was written by a member who 


played a prominent part in OMAC’s history. 
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SUBTRACT 
ADD 


CALCULATO 


it's all a matter of facts 
and figures. Plus Calculators 
subtract from your overhead 
because they 


For performance, durability and 
economy modern business establishments 


are changing to Giga wat e-e 


Service immediately available — seldom required. 


TICES COMPUTING MACHINES - INC. 


_— * NEW YORK 38 
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NATIONAL’S 
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apply standards. We do have, however, 
a plan where the employees participate 
annually in the profits of the company. 
This is really an incentive to get people 
to do the jobs better, faster, and reduce 
the expenses so that the profit can be 
larger and the employees’ participation 
greater. An extra dividend is paid to 
the supervisory personnel, over and 
above that shared by all employees, to 
make them cost conscious, and get the 
job done more economically and _ satis- 
factorily. It has encouraged employees 
to come up with ideas for short-cuts in 
their work. It has encouraged them to 
pitch in and help others so that our 
work has a constant flow, and our 
product is delivered to the customer with 
good quality, workmanship and a mini- 
mum of delay. 

In my opinion, while it sounds like 
a good incentive, it has its disadvan- 
tages. It is based upon profits. Fortun- 
ately we have enjoyed over ten years 
of phenomenal growth and consequently, 
each year a year-end dividend has been 


paid. It has reached the point where 


it is expected and perish forbid the 
year when there will be no profit. Will 
the employees understand? Will the dis- 
appointment be so tremendous that it 
wil! affect the excellent morale we have 
built up? Will they think management 
is holding out on them? Profit sharing 
is fine but Joss sharing is another thing. 

In my own opinion, we can best moti- 
vate office workers through the psycho- 
logical incentives which we might trans- 
late as being “high morale.” This is 
becoming more of a problem in offices. 
secause of the mobility of the American 
social system, class ranks are constantly 
shifting and the white collar category 
no longer carries the prestige it once 
did. There are a number of reasons for 
this change: 

1. The industrial revolution has finally 
reached our offices. The constant in- 
crease in mechanization and centraliza- 
tion introduces many of the same morale 
problems that industry has been strug- 
gling with for so many years as a result 
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of our mass production technocracy. 

2. Our ever-inereasing standard of 
living, and the current high pay tor 
factory jobs, have eliminated the finan- 
cial distinction between the lower or the 
working class and the middle classes, 
which formerly consisted of shop own 
ers, business men and professional men. 
This has broadened the lower-middle and 
upper-middle, narrowed the upper-lower 
and all but eliminated the lower-lower 
classes. A clerical worker doing a repeti- 
tive job in a department with 20 or 30 
other clerical workers is not so far re 
moved from an industrial worker doing 
a repetitive job in a factory department 
of comparable size. Unless we make a 
serious effort to understand the clerical 
worker's emotional needs and supply job 
satisfaction, the fact that he works in 
an office and wears a business suit and 
tie will scarcely compensate for the fact 
that his pay is considerably below that 
of his machine operating neighbor. 

Industry has been faced with the 
morale problem for so many years that 
they have been forced to apply scien- 
tific methods to it. As a result, they have 
developed certain techniques which busi- 
ness, through lack of necessity, have 
never considered until reeently. Two 
sociological experiments helped drama- 
tize the fact that people responded un- 
predictably to mechanization. 

One of these is called the Hawthorne 
Experiment. A few years after the first 
World War, a group of sociologists and 
engineers under direction of Dr. F. J. 
Roethlisberger of Harvard University, 
set up an experiment at Western Elec- 
tric’s Hawthorne Plant in Cicero, Ill. 
The purpose was to determine what con- 
ditions increased workers’ productivity. 
As a test or control group they chose 
a department of girls who were assem- 
bling relays. They reduced working 
hours and production went up. They 
added rest periods and production con 
tinued to increase. Then they provided 
the girls with free coffee and production 
went up. They improved the lighting 
and again production grew. Then one 
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at a time, they took away these benefits. 
They went back to longer hours, produe- 
tion continued to increase. They took 
away rest periods and the old lighting 
was replaced, but still the production 
went up. 

At this point, the original experiment 
fell apart in great confusion because it 
was quite evident that none of the physi- 
eal conditions were ereating this re- 
sponse. Instead an unknown element had 
entered the picture and this mysterious 
incentive was responsible for the in- 
creased production. So they started their 
analysis all over again with the emphasis 
on psychological rather than physical 
factors and came up with the conclusion 
that these girls were producing more 
and more beeause they know everyone 
was watching their performance and this 
simple fact gave them a feeling of im- 
portance! 

The girls knew they were taking part 
in what was considered an important 
and interesting experiment. They knew 
their work was expected to produce re- 
sults which would lead to the improve- 
ment of working conditions of their 
fellow workers. They felt important be- 
cause of their individual responsibility. 
Everything that was tried was first ex- 
plained to them. They were consulted 
and often were allowed to veto what 
was proposed, They weren’t hounded by 
the supervisor. This motivated them to 
produce at maximum capacity. 

Not long after Dr. Roethlisberger had 
discovered that satisfaction of emotional 
needs plays a very big part in determin- 
ing workers’ productivity, another 
group of scientists embarked on a 10- 
year study of a small New England 
manufacturing city. The results of this 
study are set forth in Volume 2 of 
Yankee City Series: “The Modern Fae- 
tory: The Story of a Strike.” It should 
be read by everyone in management. 
While the sociologists were studying the 
social structure of a manufacturing com- 
munity and analyzing the class relation- 
ship, a strike broke out that grew to 
involve the whole community. The dra- 
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matic thing about this situation and the 
reason it was such a fascinating subject 
for scientifie research was that in this 
conservative New England community, 
where there were no unions in the town 
and there had never been a strike—and 
this was the blackest point of the de- 
pression when loss of income, however 
small, represented real hardship—the 
town presented a united front against 
the manufacturers with the merchants 
and other townspeople backing up the 
strikers. 

How could this unhealthy situation 
have been prevented? By the application 
of elementary psychology. The history 
of the community and the industry (shoe 
manufacture) which supported it con- 
tained, when analyzed, all the clues 
necessary to an understanding of the 
problem. Shoemaking had been a highly 
skilled craft not too many years before. 
A good shoemaker enjoyed the prestige 
of an artisan in the community and ob- 
tained a great deal of pe rsonal, creative 
satisfaction from his work. He worked 
—_ ndently, in his own shop or home. 

s he finished each pair of shoes, he was 
able to compare it with the previous 
pair and set his standards of workman- 
ship higher for the next pair. 

As the need for more shoes began to 
exceed the output of the eraftsmen, it 
became necessary to establish shops so 
that shoemaking tools could be shared 
and the output speeded up, and so some 
of the precious independence and indi- 
viduality was lost. In time, the tech- 
niques of mass production completely 
revolutionized the whole trade and skill 
and craftsmanship played very little 
part in the making of shoes because 
unskilled labor could turn them out on 
machines. 

As long as the factories were owned 
by local families, however, there was 
still the feeling that the factory owners 
felt responsible for the welfare of the 
workers and this identification of work- 
ers with owner gave them some sense 
of belonging. When the owners sold out 
to a New York manufacturer who had 
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no interest in the workers as individuals, 
they lost all sense of belonging and 
morale broke down completely. To re- 
gain their sense of cohesiveness it be- 
came very important for them to belong 
to a union and this was the result of the 
strike. The curious thing was that, dur- 
ing the early days of arbitration, the 
shoe workers were unable to define their 
grievance. Some felt it was low pay, 
some felt that it was the need of union 
representation and some frankly didn’t 
know what they wanted. None under- 
stood their motivation and, unfortunate- 
lv management had no glimmer of the 
psychological factors involved, regarding 
them merely as unreasonable trouble- 
makers. 

Today it is highly unlikely that such 
a situation would be allowed to develop. 
It is a backward plant indeed that 
doesn’t consider worker satisfaction on 
the same basis that they plan produe- 
tion and engage in marketing research. 
With office jobs often simplified and 
broken down to an assembly line basis, 
equal attention should be given by the 
office manager to the morale of, his 
workers. Ever since these experiments 
disclosed the first glimmer that human 
beings respond favorably to certain con- 
ditions and grow discontented and un- 
productive under others, scientifie man- 
agement has been trying to outline these 
needs and determine ways in which they 
can be satisfied. 

Perhaps the most complete and ex- 
haustive study has been made by Sears 
in an employee survey that was worked 
out with the assistance of men from 
Chicago University’s School of Business 
Administration, including Burleigh 
Gardner who was in on the old Haw- 
thorne experiment. As a result of sur- 
veying thousands of employees both by 
questionnaire and by non-directive inter- 
viewing methods, they arrived at the 
following list of conditions which em- 
ployees found important in their jobs. 
These are not ranked in order and no 
effort was made to do so: 


1. Opportunity. A chanee to get 
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ahead. 

Security tor old age and against 
unemployment and serious illness. 
Freedom on the Job. Not being 
hounded all the time—not having 
supervision “breathing down your 
hack.” 

Feeling of Importance and Individ- 
ual Re sponsibility. Using their own 
initiative—being treated as an 
adult—not having to have to be 
told every detail of how to do some- 
thing. 

Interesting Work. The feeling of 
pride in the company and its prod- 
uct—a feeling of prestige through 
identification. This explains why I 
feel good when someone says “Oh, 
vou work for W. A. Alexander «& 
Co. That’s a wonderful company.” 
It also explains why advertising 
agencies can still get typists more 
easily than other types of business. 
The glamour seems important. Of- 
ten it was found that morale was 
associated more with position than 
with money. 

Freedom of Kapre ssion. An oppor- 
tunity to their 
without fear of reprisal. 
Friendliness of Fellow Worker. In 
a situation where the preceding 
conditions all exist, there will be a 
minimum of suspicion and distrust 
and the atmosphere is bound to be 
friendly. 


voice OTICVANCES 


The principal characteristic of busi- 
ness is the dependence of the worker on 
the boss and this dependence runs count- 
er to the philosophy of American society 
which is based on a high degree of in 
dividualism and the dream that “every 
man is his own This naturally 
creates a strong conflict. The workers’ 
necessity for security (dependence on 
hoss for security) develops into a strug- 
gle to fight real or imagined threats to 
his rights as an individual. 


he ss.” 


The supervisor must realize that the 
basic drives of his employees must be 
satisfied if they are to produce at maxi 
mum capacity. He is the key. The man- 
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ner in Which he instructs, the manner in 
which he keeps them informed, the man- 
ner in which he criticizes and praises, 
and the consistency of his discipline, 
are important to production. Employees 
produce more when they feel that they 
belona. 

1. They want to know what is ex- 
pected of them. 

2. They want to participate and have 
the opportunity to help decide 
about things that are important to 
them. 

3. They want to be asked, “Wouldn't 
it be better to do it this way?” in- 
stead of told, “Do it this way or 
else.” 

. They want consideration to be 
given their suggestions and to be 
told why their suggestions are not 
used, 

. They want to be 
kept guessing. 

i. They want to know when they are 
doing a good job. 

. They want to know that what they 
are doing (even though it be a 
minor part) is a vital part in the 
operation. 

. They desire responsibility because 
it gives them the feeling of im- 
portance. 

9. They want to feel important. Don’t 
we all? 

The desire for prestige is high on 
the list of employee psychological needs. 
Play up to that desire and you will at- 
tain tremendous results. Sheer paterna- 
lism is not enough. Frequently we hear 
disillusioned employers complain bit- 
terly that they are spending a fortune 
on employee benefits—insurance, vaca- 
tions, free lunches, dances, vitamin pills 
and free cold shots every fall—and the 
so-and-so ingrates just don’t respond! 
They continue to dawdle on the job, be 
absent frequently, make errors and so 
on and on and on! This employer is 
comparable to the parent who showers 
all sorts of material blessings on Junior 
but never lets him make a decision or 
think for himself. When Junior turns 
out to be the worst brat on the street 


informed—not 
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and the terror of neighborhood and 
school, Papa and Mama wonder why 
such injustice should have been visited 
on them. They wonder why the Doakes 
Family—whose income is one tenth of 
theirs and who never were able to do 
much financially for young Doakes 
Junior, should be blessed with a son 
who is ambitious, polite, popular, and 
in the top quarter of his school class. 

If they were to investigate and _ at- 
tempt to analyze the situation scienti- 
fically, they would discover that young 
Doakes was part of a family policy- 
making council from the time he was a 
few years old. The Doakes were honest 
with their children about the material 
things they could and could not  ex- 
pect from life. Their child was allowed 
to choose his clothes and such few pos- 
sessions as were his. His parents gained 
a certain value in his eves because of 
this independence that the rich brat 
would never feel about whole closets 
full of belongings. In other words, the 
Doakes operated as a team, considering 
the best interests of all and never violat- 
ing the rights of any. The children felt 
important because they were participat- 
ing in family decisions and were given 
a sense of responsibility They were 
realizing democratic theory. 

All of this applies to good manage 
ment principles just as much as it does 
to raising children, and it can be 
achieved. But it is dependent on cer 
tain conditions: 

1. A program of scientific manage- 
ment must have the complete un- 
derstanding, approval, and backing 
of top management. The bosses 
must be enthusiastic about it and 
office and personnel managers must, 
if necessary, sell top management 
en this philosophy. 

It requires a thorough training 
program for everyone from top 
management through the middle 
management group down to the 
supervisors. Wherever a depart- 
ment head fails to understand the 
basic principles involved and fails 
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blueprints; tissue and money saver to anyone 
for air mail. who needs exact copies. 
see...fest...compare 


NOTE: Write us for full 
particulars now, while 
dealer franchises in some 


cities are still open. 105 CHAMBERS ST. + NEW YORK 7, N. Y. » BA 7-4150 


Carbon Papers © Inked Ribbons © Duplicating Equipment * Duplicating Supplies 





“Devoted to the art of improving impressions” 
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For Them: 


More Copies! 
For You: 


More Profit! 


For all Spirit Duplicators 


[° Duplicator 
P Fluid 


Retails for $3 a gallon. 

Dealer discounts up to 60%! Sold with 
an iron-clad guarantee of satisfaction 
or money back! A top-grade Fluid 
of high methanol content, PPC meets 
Govt. specifications # OD825, Type II, 
Spirit Process Fluid. PPC produces the 
maximum number of sharp bright 
copies, is quick drying, and guaranteed 
not to corrode rubber or metal parts. 
For more profit and faster turnover, 
write for the PPC Dealer Profit Plan 
today. 


POTOMAG PRODUCTS 
CORPORATION 


BERWYN, MARYLAND 





to believe in the common sense of 
such an approach to employee rela- 
tions, that program is weakened 
immeasurably, 

Whenever it is possible, and it ts 
nearly always possible, get em- 
ployee participation in making 
policies. There is a tremendous 
incentive for employees to comply 
with policies that they themselves 
had a hand in writing. You may be 
surprised to discover that they not 
only contribute excellent ideas, but 
have a pretty sound idea of good 
business practice. 


. Tell them why vou are doing things 


before you do them. It isn’t neces- 
sary to apologize for management 
actions. It is necessary to keep 
employees informed. When com- 
munications lines clog up, the 
rumors start, morale takes a nose 
dive and so does production. 


. Try to make jobs as interesting as 


possible. Repetitive clerical work 
is deadly dull and no one but a 
moron could keep at it indefinitely. 
The morons are the ones who make 
the mistakes and give us so many 
of our business headaches and ul- 
cers. This is an area that is prac- 
tically unexplored. The alternate is 
getting repetitive jobs on an in- 
centive basis which creates some 
psychological hazards but at least 
creates financial motivation. 


}. Maintain a continuous development 


program so that the type of ambi- 
tious employee we all like to have 
working for us can see a future 
with our company and not get dis- 
couraged, Be frank about oppor- 
tunities. A genial assurance that 
they will surely be vice president 
some day fails to satisfy any em- 
plovee with a mental capacity 
above the 10 percentile. 


. Outline the duties, train the em- 


ployee to do them and then let 
him go ahead and do them. 


8,9, 10,11, and 12. Train, train, train, 
train, and train! 
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Why 18 the NSOEA | 
_ hke Buckeye - 
| Kibbons & Carbons & 


| Cause the best is none too good 
for em - just like the best 
materials, workmanship and 
serviee always are found in... 


BUCKEYE RIBBONS &% CARBONS 
fli a built-in protit for you / 





FOR THE QUALITY LINE THAT RESELLS ITSELF - 


SEE » Buckeye Ribbons 


>] 


$70CK and Carbons 
SHOW §| The Better Buy for Better Business 
GELL f 7217 St Clair Ave. Cleveland 3,0. 


oe 
Dealerships open in Several 


“Sita 
8 j + - 


good territories. lt interested o",5 


. : Ze N 

write my boss ~~ = : - 

WalT WIPPER d eA 
2, 


y 
“VEEP’2 GEN. MGR. i 





COLE'S 





ONE DRAWER letter file with 
spring compressor. Smooth glid- 
roller bearings. 1434" w., 


16" d. No. 111, $12:50 


size. 1834" w., 12!" h., 
g. No. 222. .. $14.50 


SAFETY CABINET built of heavy 
gauge steel. With iock and key. 
1434" w., 12!/2" h., 16" d. No, 121 
PE Pe AP tae ae $12.50 
Jumbo-size. 1834" w., 12!" h., 
oo nd Mo. °954....045. . $14.50 








No. 700. Letter file. No. 702. Letter file, No, 704. Letter file, and No. 706. Letter file, 
14%" w., 30/2" he 16" lus 4 x 6 card file. safe unit. 14%" safe and 4 x 6 drawers. 
Garde d4nneerisccsas $30.25 y,*! Pr er. 


. 2 $37.45 
No. 703. Legal size with wide, .....$34.65 No. 707. Legal size 
5 x 8 drawers. .. .$44.25 with 5 x 8 drawers. 


$44.25 


W., 

., 16" d. $30.25 14%,"' w., x 36%" h 
¢. 1 GO, w<0% 

No. 701. Legal size. 


Out 705. Legal size. 
18%, wide, .. $34.65 © 


Colers: Olive green or Cole gray finish. 
LOCKS for all units on these pages, $2.10 per drawer. 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N.Y. 





Seiwa SYSTEM 


ADD-A-SECTION 


The cabinets illustrated on this and the Cole's popular interlocking units. will save y 
: time and valuable space. Designed so that y 
opposite page represent only a few of oF 

can build your own filing system to suit your pd 


the combinations made to meet ania ticular needs. These are all 16° deep, 144" wid 


own particular needs. They can be ee a 
interlocked with standard 3x5, 4x6 or 


5x8 card cabinets. Cole's "Interlock’’ CABINET for 4x6 CARDS 
units are small enough to fit into any No. C462 97.20 
closet or corner, yet large enough to 

CABINET for 6x4 CARDS 


house ariy filing system. No.C3364 $20.00 
o. ° 





PRICES SLIGHTLY HIGHER IN TEXAS, 


| 
COLORADO AND WEST OF THE ROCKIES CABINET for 9x6 FORMS 


No. C3962 $19.20 


‘LEGAL BLANK’ Cabinet 
also used for stationery 
and office forms 


No.C166 $12.50 


LETTER SIZE FILE 
No.111 $12.50 


No. 708. Letter file PRIVATE SAFETY Cabinet 


with “legal blank’ | N 121 12. 
drawers. 143%4"' w., x No. 710. Double ‘‘lega! $12.50 
20!/2'' h.,x 16" d. $31.50 blank'' drawers, 3 x 5 
card files, plus safety 
No. 709. As above but unit. 183%4"" w., 35!/2"" h., 
; si wie Ne ier  gaieaeasea $54.95 SANITARY BASE 
No.111B8 $6.25 














SEND FOR COLE'S NEW 1953 CATALOG 


COLE STEEL EQUIPMENT COMPANY 
! 285 Madison Avenue, New York 17 N Y 





fNSERTING-MAILING MACHINE 
Inserting & Mailing Machine 
Dept. OF, Phillipsburg, N. J., makes 
Inserting and Mailing Machines which 


automatically gather enclosures, insert 


gt 


Oo., 


them into envelopes, seal the envelopes, 


print postal indicia or postal meter im- 
pression, count and stack the mail, ready 
for the mailbag, at the rate of 3,500 to 
41,500 hour. One operator 
stocks the machine with envelopes, in- 
removes the 
finished handles up to 
eight flaps, 
inserts, moistens flap and seals, all auto- 
matically. Models are available to in- 
sert pieces up to 8%” x 11” into en- 
velopes as large as 9” x 12”, as well 
smaller en- 


pieces per 


enclosures and 
mail. Machine 
enclosures, opens envelope 


serts or 


size pieces in 
error-detector 
duplicate enclosure 


eliminate mistakes 


as smaller 
velopes. An 
chine in 
or circuit break to 
and waste. Free folder from above ad- 
dress tells how machine reduces mail- 
ing costs by as much as 80%. 


stops ma- 


ease of 
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TYPEWRITER 

R. C. Allen Business Machines, Ine., 
679 Front Ave., N. W., Grand Rapids, 
Mich., announces the Model 700 or Vis 
Omatie Line Typewriter which has been 
to their line. The new machine 
does not replace the standard 600 models, 
now known as the ‘‘R. C.’’ Line, but 
is an additional, de luxe machine. The 
700 line VisOmatie typewriter features 
simple and accurate margin mechanism, 
completely automatic and fully visible, 
improved line space mechanism, remov- 
able platen and improved tab design and 
The removable platen fea- 
ture is designed to afford one-hand op- 


added 


operation. 


eration of removing and replacing the 
The proper platen for any spe- 
cialized job can be inserted in a matter 


roller. 


of seconds for improved quality of spe- 
cial work The 
automatic and visible margins can be 
set with one hand while moving the 
carriage to the desired position. Vis- 
ible indicators give exact margin set- 
ting at all times. The manufacturer 


without loss of time. 
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that an exelusive ribbon travel 
mechanism, with half-space reverse fea- 
ture, adds up to 30% to average ribbon 
life. Streamlined keyboard, large-sur- 
face operating keys and 
finish have incorporated into the 
VisOmatie’s design along with the usual 
features of standard office typewriters. 
Available in 11”, 13”, 14”, 18” 22” and 
26” carriage widths. 


states 


control gray 


been 


TRANSLUCENT BOND 
Fox River Paper Corp., Appleton, Wis., 
offers a free sample kit of Fox 
Translucent 


River 
Bond to offices using diazo 
photocopy machines like Ozalid and Brun- 
ing. This paper, with 25% cotton fibers 
in Subs. 13 and 16, is made especially 


for letterheads and other forms which 





are used as originals in direet-print ma- 
chines. It takes letterpress and_ offset 
printing for headings and other non 
variable copy. The sheet’s high trans- 
parency, smooth. texture and strength 
make it suitable for fast photocopying. 
Write address for kit of trial 


samples. 


above 


INTRICATE FORMS 
Carteret Printing Co., 480 Canal St., 
New York 13, N. Y., 
types of manual and machine forms. 
They specialize in intricate, complicated 


manufactures all 
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sets for special uses and for various dup- 
They will promptly 
supply dummies, proofs and prices on 


licating processes. 


any type of form and are accustomed 
to rigidly following special instructions 
commitments. All 


executed in 


and delivery 
facturing 
own plant. 


manu 


steps are their 


FACSIMILE COMMUNICATION 
Winchester Industries, Ine., 36 
Edge Road, River Edge, N. J., 
three types of facsimile equipment for 


River 
makes 


business use: Communications equipment 
to link widely separated 
coms, and facsimile duplicators, All three 
employ an identical electronic principle 


points, inter 


which enables the machines to produce 
copies of any written, printed or other 


1S 


graphic material up to 8%” by 14” di 
rectly from the original, whether it is 
black-and-white or in color, without any 
intermediate There is only a 
single control and skilled operators are 
not required, 


steps. 


about 
typewriter and 

30th the com 
munications and inter-eom equipment will 
produce 


The equipment is 
the size of a standard 
weighs less than 100 Ibs. 
copies at any number of de- 
sired points, near or far, to which they 
are linked by wire or radio. All three can 
be used with other office or duplicating 


systems. The principle used is new and 
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simple. The material to be copied is in- 
serted into the machine and scanned by 
a photoelectric cell which converts the 
light it ‘‘ 
These impulses are transmitted to their 
destination where they pass through spe- 
cially treated paper fed from a roll and 
reproduce an exact copy of the original 
material which is in no way affected. 
Since the photocell works directly from 
the original and no recopying is involved, 
there is no chance for human error. 
This facsimile operation is fast since a 


sees’’ into electrical impulses. 


letter-sized sheet can be reproduced in 
3% minutes. Since there is no recopy 
ing and thus, no for rechecking, 
additional time is saved. Winchester 
and inter-com equip- 
ment can furnish all departments of a 
company with speedy, error-free, record 
copies of desired information simultane 
ously. The equipment can be used in in- 
ventory control where it eliminates re- 
writing, stocking and_ losses 
through spoilage and pilferage. When 
used in purchasing, it stops the loss of 
discounts through slower methods and 
necessitates less capital for inventory 
since smaller stocks can be safely main- 
tained. In production, facsimile can 
change orders and loads instantly and 
leave a permanent record of the changes. 
Deliveries to customers and billing times 
can be speeded up. The Winchester fac- 
simile duplicator is priced at $850, while 
the inter-coms and communications units 
which are listed at $1500 each, can also 
be leased. The specially treated paper 
is priced at $3.25 per 100-ft. roll. 


need 


communications 


excessive 


STATIONERY SUPPLIES 


Thos. J. Moran’s Sons, 714 Girod St., 


New Orleans 12, La., offers purchasing 


their latest 
office supplies. All 
and illustrated. 
and prices are ineluded. 


agents 64-page catalog of 
items are indexed 
Complete specifications 
There are no 
requirements and dis- 
counts are figured on total dollar value 
of an order. This purchasing plan is 
described in the catalog available free 
from above address. 


minimum order 
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STENCIL DUPLICATOR 


Gestetner Duplicator Corp., Dept. 15, 
50 McLean Ave., Yonkers 5, N. Y., an- 
nounces the Model 260 Continumatie sten- 
cil duplicator. Continumatie refers to its 
inking system in which paste ink is fed 
continuously and automatically while the 
machine is in operation. The operator 
simply sets the inking dial to a pre- 
determined setting and every 
uniformly inked no matter how long the 


copy is 


run. Styled by Raymond Loewy, other 
features of the Model 260 inelude: auto- 
shut-off counter, horizontal and 
vertical positioning of copy by thumb- 
wheel controls even while machine is in 
operation, and variable control 
with running speeds from slow to fast. 


matic 


speed 


All controls are grouped on the operat 
side of the eliminate 
waste motion. Machine and eabinet are 
finished in hammer fawn. Drawers in 
the cabinet provide ample space for all 
duplicating supplies. The top drawer 
has fittings to accommodate color acces 
As with all Gestetner models, a 
full photographic, electronic, and die-cut 


or’s machine to 


sories. 
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stencil service is available, as well as 
the Gestetner Rainbow Range of colored 
inks. The Gestetner, while a_ stencil 
duplicator in principle, combines the basic 
principles of printing with the simplicity 
of stencil duplicating. It is completely 
clean with no ink leakage. 


COLLATING MACHINE 

Ine., Dept. B, 30 
Chureh St., New York 7, N. Y., an- 
nounced the Thomas Tandem Collator 
which is divided into two sections of 16 
bins each and tandem 
principle to permit collating 32 pages in 


2 groups of 16 pages; 4 of 8 


Thomas Collators, 


operates on a 


groups 


pages, ete. Adjustable trays allows page 
vary from 3” x 814” to 14” x 
17”. The 82z-page collator assembles or 
gathers reproduced bulletins, di- 
rectives and other papers at speeds as 
12,000 hour. The 
tandem principle operates with two foot 
pedals. After papers to be collated 
are placed in the bins, the operator de- 
foot pedal which actuates 
rubber-tipped fingers in bins 17 to 32. 
The fingers push out the top sheets of 
each stack into the operator’s hands. 


sizes to 
lists, 
high as 


sheets per 


presses one 


She grasps the protruding sheets, jogs 


and places them on a bin. At 
the same time, she depresses the see 
ond foot pedal and an identical action 
takes place in bins 1 to 16. The 17-32 
set is placed on a storage platform where 


storage 
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it is immediately followed by the 1-16 
set. Since 32 sheets are available to 
the operator, and since set 1-16 is placed 
directly on top of set 17-32 in the stor- 
age bin, cross-collating the two parts of 
the job is eliminated. There 
sibility of blanks or misprints slipping 


is no pos 


through as all papers are under the op 
The Thom 
as Tandem Collator measures only 46” 

and 22” all-steel 
construction and attractively finished in 
a soft 640 Thomson Linear 
sull Bearings facilitate speed and ease of 


erator’s constant inspection. 


wide deep. It is of 


gray tone. 


operation, 


PHOTOCOPIER 

Cormae Industries, Ine., 41 East 42 
St.. New York 17, N.Y., makes the 
Cormae oftice photocopier which 
out exact, dry facsimiles of any written, 
printed, drawn, typed or photographed 
material in 19 seconds at a 
than 8e per copy. The Cormae machine 
fully all-electrie 


turns 


cost of less 


is a automatic, unit 


which requires no experience to operate, 
permits completely confidential copies to 
be made in the privacy of any office 
and occupies about the space of a type- 
writer. Copies are made on varying size 
papers and can be reproduced on both 
sides of regular paper, airmail paper, 
double-weight card stock or on translu 
cent paper. Copies are permanent posi 
tives which are legally acceptable and 
folded, and written on. 
Attractively finished in business equip 


can be mailed 
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ment gray, the photocopier is of sturdy 
corrosion-proof construction and _ preei- 
sion engineered with many improved fea- 
tures. It operates on 110 volt A.C. Illus- 
trated folder describing models, prices, 
operating data and uses of the Cormac 


is available from above address. 


W-2 FORMS 


Alfred Allen Watts Co., 214 William 
St., New York 38, N. Y., W-2 


Forms in federal and state combinations 


makes 


on well printed, good stock with quality 
interleaved Forms offer perfect 
accurately imprinted 
Orders de- 

from 
special 


carbon. 
register and are 
with 
livered 


user-company imprint. 


promptly. Free samples 
which 


state or city combination is needed and 


above address (indicate 


if forms are prepared on any equipment). 


KEY PUNCH DESK FILE 

Metal Products, Ine., 724 8. 
Ave., Mount Vernon, N. Y., 
now make their Key Punch Desk Files 
with round cornered Formica tops, pull- 


Monarch 
Columbus 


out shelves and round corners on the 


bodies. Despite these improvements all 
orders for these files are being honored 
at unchanged prices, at present. Illus- 
trated is the M601 file, finished in gray 
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wrinkle enamel, with four drawers (one 
with lock) and two small trays with 
compressors. Its adjustable feet allow 
its height to be set anywhere from 26” 
to 2814” and it is 19” 

Illustrated 
above 


wide and 2714” 
available 
this line of 
and 


deep. literature 


from address shows 


files, opened and closed, contains 


full details. 


CARBON PAPER 
Phillips Process Co., 192 
Rochester 14, N. Y., 


Universal 


Mill St., 
Nev-R-Kurl 
with one ink 
weights of 


makes 
Carbon 
three 


copying 


Paper 
tissue to 
while 
Nev-R-Kurl 
is for making 1 to 

weight is for 1 10 


formula on 
meet all 
reducing 


requirements 
inventory stocks. 
standard weight 


copies; medium 





guarose CARBON PAPER + «+ 


. 


CARBON PAPER 


CURLS 11S ALWAYS FLAT 


UNIVERSAL 


FOR USE ON ALL MAKES OF TYPEWRITERS 
STANDARD - GLECTRIC . NONSELESS 














copies; and light weight is for 1 to 20 
copies—on and noise- 
which 
than 10 copies need stock 
only two weights while the oftice which 
makes than 5 copies can 
stock a single weight of Phillips Nev-R- 
Kurl for its requirements. 


standard, electric 


less typewriters. An office never 


makes more 


never more 
All weights 
are long lasting and smudgeproof; will 
not curl or wrinkle carbon 
is plastic backed. Samples and complete 


because the 


information from above address. 
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TIME-WAGE COMPUTER 


Evans Specialty Co., 403 N. Munford 
St., Richmond 20, Va., announces Calea- 
Dial combination time and wage com- 
puter which with one turn of the dial 
time worked, wage earned in 
straight time, overtime or both, and 


gives 


Plastic 
and quickly 


daily basis up to 6 days. 
interchangeable 


wage 


disks are 


changed for computing at different rates, 


Kixtra disks with standard rates 
are supplied with unit and blank disks 
are available for inserting unusual hourly 


plastic 


wage 


rates. Dials are mounted on a 
base (only design of a disk is illustrated 
here). Literature address. 


from above 


POST BINDERS 


J. J. Lester & Co., 25 West 44th St., 
New York 36, N. Y., offers Slot Lock 
Post Binders with 3/16” sectional posts. 
Slotted lock removal or 
ment of cover without lifting over posts 
sheet changing, and 
positive grip on both posts. 


allows replace- 


for easy assures 
Covers are 
slate green canvas over heavy binder’s 
board with black imitation leather 
ners, <A different stock 
available to fit most all 
binders to fit any form will be 
In addition to the low single price, dis- 


cor- 
dozen sizes are 
forms and 


made, 
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may be had for 6, 12 or more 
binders. Binders are imprinted at rea- 
sonable additional charge. Write above 
address for complete specifications and 
prices on above and other office supplies. 


counts 


24-HCUR RECORDER 


SoundSeriber Corp., Dept. O-9, New 
Haven 4, Conn., makes the SoundSeriber 
Dual Channel Recorder-Reproducer which 
permits 24-hour automatic recording. Pro 
now under way for civilian 
use of the device which is capable of 


duction is 


delivering 24 and 48 hours of continuous, 
unattended high-quality magnetie record- 
ing on either one or two channels of com- 
munication simultaneously, on a_ single 
tape. It perfected after 
several years of joint research and de- 
velopment by the U. 8S. Navy Bureau of 
Ships and SoundScriber engineers. More 


reel of was 


than 500 of the recorders have been in 
use during the past year at Naval air 
stations throughout the world, where 
they are used to make records of ground- 
to-air, air-to-ground communications. Be 
side being the lightest, most compact con- 
tinuous recording device, the equipment 
record the that 
messages are received, on a printed time 


is able to exact time 


seale on the 3”-wide tape. The tape also 


measures elapsed time between record- 
ings and allows fast place-finding, with 
out an audible search. Rigid safety con 
A buzzer 
sounds if power failure occurs, when ma 
end of the tape, or if 


The instrument plays 


trols are built in the recorder. 


chine nears the 
the tape breaks. 
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SMEAD’S fo 


Fi 


i ¥ wy? 
a a 
| 
h, | 
ry] 
ye : 


LETTER SIZE RII7A 
LEGAL SIZE RII9A 


ALSO CARRIED IN ALL POPULAR SIZES 


HLLUSTRATED IN ALPHABETICAL, MONTHLY and DAILY 


SMEAD’S LEATHER-LIKE MATERIAL 


THE 
Sy MANUFACTURING CO. INC., HASTINGS, MINNESOTA 


NO. 10-10-52 
PRINTED IN U.S.A 





HERE IT 181! 
f Sncadi $8380 FILE 


IDEAL FOR SCHOOL, COLLEGE 
AND GENERAL SUBJECT USE 









FLAT INSERTABLE 
; CELLULOID TAB ON 
oS EACH PARTITION 





3.4’ CLOTH 
RE-INFORCEMENT 


en a ee 


{ +] ‘ 
‘THIS FILE 1S 12x 10” L@ | | “Ys = — 
WITH 5-14’ EXPANSION \ 
6 POCKETS 






GENUINE LEATHERETTE 
EMBOSSED SMEADFIBRE 











These printed inserts are furnished with each file. Agriculture, 
Art, Biology, Business, Chemistry, Economics, Engineering, Eng- 
lish, Geography, History, Languages, Literature, Mathematics, 
Psychology and Science and blank inserts for others. We also 
furnish plain inserts for general subject use. 





THE Gineact MANUFACTURING CO.,INC.-HASTINGS, MINNESOTA 





back recordings instantly when a play- 
back switch is Commercial ap- 
plications, tested during the past year, 
include radio program monitoring, 
mereial 


thrown. 


com- 
police 
broadcast copying, fire alarm recording, 


airline communications, 
and press and business recording where 
exact reproduction is of great importance. 
The recorder-reproducer 
wherever there is 


can be used 
need for an unmanned, 
that re 
and repro 
automatically 


uninterrupted listening device 


tains communications 
faithfully, 
tape 


long 
them 
The can be 
demagnetizer in 20 
indefinitely. 


duces 
timed. 
bulk 


reused 


erased by a 


seconds and 


FILING COPYHOLDER 
Office Expediters, 615 Lucas Ave., 
Angeles 17, Calif., offers a 
copy holder file 


ean be 


Los 
combination 
with 


and aid 


which 


variable 


line finder used not only 


on the desk as a eopyholder but which 
will hang on a file drawer for reference 
work at the file. Made of sturdy steel 
in green and gray baked 
fob 


$5.20 


enamel, 
abov ¢. 


BOOKLET COVERS 
General Binding Corp., Dept. O-9, S12 
W. Belmont Ave., Chicago 14, Ill., have 
introduced a line of stock for 
catalogs, presentations, reports, manuals, 
lists 


covers 


literature. De 
for use with plastic 
binding equipment, the covers provide 


price and other 


signed specifically 


the final touch in a system for assembling 
loose pages into good-looking literature 
in the matter of 
The 


covers also provide the convenience of 


office or plant in a 


seconds and in complete privacy. 
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getting all 
machines 


supplies (plastic 
from 
Covers come in a variety of styles at 
sensible prices for any quantity 
5 to 5,000 or more. All the are 
made in one standard size, 8%” x 114”, 
suitable for use with measuring 
814” x 11” or less. Covers are available 
in the following stocks: special plastiec- 
coated material, press polished solid plas 
paper with leather- 
type graining and imitation leather cover. 
3uyers may choose from a wide range 


bindings, 


and covers) one souree. 
from 


eovers 


sheets 


tic, embossed cover 


of colors and styles. Special cover sizes 


and special die-cut 
furnished at when re- 
quested. All GBC covers lend themselves 


windows on covers 


are extra cost 
to finishing and decorating processes like 
lithographing, printing, 
stamping 


handlettering, 


silkscreening, and embossing. 


These services are available on any cover 
order. 


Prices are as low as 5c per set (2 
pieces) on quantity orders from inventory 
in principal cities. A GBC Cover Manual 
contains full-size samples of each cover 
stvle, material and color swatches, com- 
plete facets about many types of cover 


decoration available, full details on the 
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“I'm so proud of my work, 


since | used BUD”! 


e CLEANS TYPEWRITER KEYS FAST! 
e IT’S HARMLESS, NO ODOR! 
e NOT LIQUID! IT’S PINK PLASTIC! 
e PULLS DIRT RIGHT OUT OF TYPE! 


1 50? Retail 
© TYPE 
CLEANER 


4229 YORK ROAD 
BALTIMORE 12, MARYLAND 


ONLY REX- ROTAR HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


c Fue It's excl 
= 5 exclusive with the revolutionary 


Rex-Rotary 0270 on ink cart. 
ridge is inserted, g dial set for the 
degree of inking, and the machine 
needs no further attention all 
copies come out perfectly and uni. 
formly printed *O more under. 
Or over-inked copies - + F@-inking 
not necessary .. a bell announces 
when it’s time to insert a ne 

cartridge, - 


Electric Multi-Color 


STENCIL sghaten de 
UHM ter machine 


meme eee = 

Rex-Rotory Distributing Corp. 19 W. 31 St., New York 1, 1Y 
C Let me have more information obout the new Rex-Rotory 0270 duplicator ond : 
Supe the nome of my neorest distributor i 
4 ’ 


AY Wome 
REX- Rorary Distr. Corp. - 19 W. 31, New York - WI 7-4927 = eet ———_—____________ 


139 
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various decorating processes and all ture of the Vocatron Intercom allows 
prices and ordering information, It is its use where a wired system of inter- 
useful reference material for all who communication would be impossible for 
produce literature and is available at a variety of reasons. The cost of drill 
$1 a copy from above address. ing through walls, the impossibility of 
using wires between some buildings, in- 
WIRE-LESS INTERCOMS 
Vocaline Co. of America, 571 Vocaline 
Building, Old Saybrook, Conn.,  an- 
nounces the Vocatron Standard Model 
CC-20 (D) and the Vocatron Long Range 
Model CC-45. They replace the former 
Standard Model CC-z and the former 
Special Model CC-25 (S). No wires are 
needed with these models and electronic 
improvements provide even more faith 
ful voice and tone reproduction than the 
old models. Other features inelude an 
improved noise-suppressing cireuit and 
elimination of any need for a third wire 
(ground) connection. Weighing only 4 convenience of installing special wires 
lbs., both models’are portable and ready are overcome. Each Voecatron model has 
for instant operation by being plugged a redesigned cabinet of durable executive 
into any standard electrical wall socket, gray plastic. Both operate on 105-125 
either AC or DC. The ‘‘wire-less’’ fea volts and have Underwriters Laboratory 


SHE was Glamour Foun 
But with Watt W=2 Foun 


GOVERNMENT APPROVED 


WITHHOLDING STATEMENTS 


(Federal or State Combinations) 


THE BEST FORM DESIGN 

WELL PRINTED ON GOOD STOCK 
TOP QUALITY CARBONS 

PERFECT REGISTRATION 
ACCURATE IMPRINTING 

PROMPT SERVICE 


TO DO A NECESSARY JOB FOR YOU—IN THE LEAST POSSIBLE TIME 


WRITE FOR SAMPLES NOW - us what Special State or City Combinations you 


need, or if you prepare Forms on Special Equipment. 


ALFRED ALLEN WATTS COMPANY, INC. 


SINCE 1897 214 WILLIAM ST., NEW YORK 38, N. Y. + WOrth 2-6220 
Plants: New York City, Belleville, Newark, N. J. 
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office slaving over payroll. 
Best of all—no more of that 
useless copying of payroll 
records.’ 


"Ti tt... 


“...[m the whole Payroll 


Department With the new Todd Form- 


Master, your payroll clerk can 
save hours of time, make the 
required three sets of records 
at once, cut payroll prepa- 


“But I’m not complaining. I 
never had it so good. 


“When the Boss installed a 


Todd Form-Master, it was the 
turning point for yours truly. 
No more late nights at the 


ration costs 60% or more. 
To get all the facts mail the 
coupon below. 


THE TODD COMPANY, inc., Dept. O, Rochester 3, N. Y. 
Please send me full information about the Todd 
time-saving, money-saving Payroll Systems. 


COMPANY, INC, — 
Sfeve(s| Address 


ROCHESTER 
SALES OFFICES IN 


NEW YORK Zone State 
PRINCIPAL CITIES 
DISTRIBUTORS THROUGHOUT THE WORLD 





*“STYLINE’’ STANDS 


No crossbars to bruise shins 
® No sharp edges to snag hose 
© Offers mo:t leg room 
® Assembles in less than 3 minutes 


Modern styling offers most leg 
ends complaints MmcCreases employee effi- 


rOOM . +. 


ciency. Users everywhere praise its sway- 
prool construction. Elevator base easily 


shifts to legs or casters. Other models. 


NEW LOW COST 
“EXPANDO” POSTING TRAY 
¢ Expandable to 9/2" 

© Holds 1900 sheets, 25 quides 

e Handles variety of card sizes 
© Weighs only 41 lbs. 


d posting Designed 
Even 


Eliminate 
for modern machine bookkeeping 

! at best 
Dust-proot 


earch tine pee 
vstem 
pre ure keep recor angle. 
Sturdy stand to match 


lock available. 


-BOOTH 211- 
NSOEA SHOW 


Weber Brothers metar works 


106 North Jefferson St., Chicago 6, Ill 
QUALITY PRODUCTS SINCE 1885 


posting 
hood with 


—_ 
te 


approval. The Long Range Model comes 
equipped with a pilot light and a handle. 
The Voeatron Model CC-20 

units ready to 
Additional 
ench, The 
Model CC-45, with 
usable units, 


Standard 


with two use, re 


$84.75 per pair. 


units are priced at P4258 


Vocatron Long Range 
two immediately retails for 


$99.50 per pair, with additional 


$49.75 each. 


units 
priced at 


OFFSET PLATE FILE 
Atlas Stencil Files Corp., 16728 West 
Ave., Ohio, 


hanger for 10” offset plates and negatives 


field Cleveland 10, makes a 
which provides a convenient method for 


filing and protects the material from 


being defaced or seratched. Each hanger 


has two heavy-duty envelopes attached. 


For easy identification, one is marked 


‘*Contents’’ with four lines for writing 
the description of the plate; the other 
‘‘Negative’’, The 
envelope are 101%” x 16” will hold 
not only offset plates and negatives, but 


envelope is marked 


and 
swatches, 


also x-rays, films, 


The 


artwork, ete. 


hanger unit, known as the Ne rn 
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PHONAUDOGRAPH 


WITH FULL CONTROL 


... the outstanding achievement in phone dictation! 

The success of a phone dictation system PHONAUDOGRAPH and AUDOGRAPH (individual di 
: tation instrument) sale ind service in 180 U, 8S 

depends on whether each dictator has  ¢ities, see your Classified Telephone Directory under 
efficient contro! over the recording units Dictating Machin Canada: Northern Electric Ct 
. .. whether he can listen back to his entire — tl. Abroad: Westrex’ Corp. (Western Eleetrie Co 
. ° ‘ ‘ A export affiliate) in 35° countric Made by The Gray 
dictation—whether he dictates in private, — \fanufacturing Company — established 189] 
free from interference by other dictators— tors of the Telephone Pay Station 
whether he can freely communicate with THADE MARK “AUDOGRAPH" REG. U.S 
the attendent-transcriber on the same line 
—whether he controls all the functions of 
the recorder as though it were on his ows 
desk. With PhonAudograph, each dictator 
has this full control. Nothing on the market 
matches this achievement of Gray’s elec- 
tronics engineers. Nothing less can assure 
you of all the benefits of phone dictation 
To use PhonAudograph is to know hon Dicks ein ie ane: ik ee ati 
great those benefits can be. plete facts on PhonAudograph telephone dictation 


Manufacturing Company 


Hartford 1, Connecticut 
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CARBON APPLIED 


AREAS ... =. 


‘~> 


SPOT-O-CARBON hice 
MAY BE APPLIED TO MARGINALLY-PUNCHED 
CONTINUOUS OR SNAP-EASY FORMS... . 


Spot-O-Carbon may be applied to the back of marginally-punched 
continuous or Snap-Easy business forms. When carbon is applied to 
Kraft tissue, it may be interleaved between forms parts. Any shape 
or area may be covered with carbon to suit a specific form's need. 


CONTACT THE COMPANY FOR FURTHER DETAILS! 


ARTHUR J. GAVRIN PRESS, Inc., New Rochelle, N. Y. 


Manufacturers of SnapSasy” One-Time Carbon Interleaved Business Forms 
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Plate Hanger, fits the following Atlas 
Vertical Filing cabinets: Deluxe, Twin 
Deluxe or Jumbo. Cabinets hold from 
200 to 600 hangers. 


TABULATING LAYOUT MODELS 
Systems Sales Co., 11 Broadway, New 
York 4, N.Y., offers free literature show- 


—_ 


models of 
equipment. 


ing their 4” seale layout 
punched card tabulating 


To make your 
work look better... 


__ and: Get your 
, letters read! 


Are you satisfied with just any kind 


of a letter? Or are you one of those par- — 


ticular people who take pride in the clean, 
_good looking letters they send? Any letter 
is only as good as the machine it is written 
on, and with the OLYMPIA SM 3 De Luxe 
Portable you just cannot type anything but 
@ perfect letter. Its selection of sharp, 
clean type faces and mechanical perfec- 


tion guarantee perfect typing. Besides it is 


strong and durable . . . built to give you 
years of satisfactory service. 


Models include all machines used with 
punched cards as well as files, desks, and 
standing and men and women 
operators. Pieces are faithfully detailed 
cast metal, finished in gray which photo- 
graphs well and are heavy enough to stay 
put. 


seated 


ELECTRONIC CALCULATOR 
International Business Machines Corp., 
Dept. OF-3, 590 Madison Ave., New 


makes the 650 
Caleulator which 


York 22, 
Magnetic 


iS ie 


Drum 


IBM 


com- 


NEW DELUXE 
PORTABLE 


It makes clean, 


_ sharp carbons and has many exclusive. 


features not found on other machines, And 
in looks it’s a beauty. 


___ INTER-CONTINENTAL TRADING CORP. 


90 WEST STREET 
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THIN 
PAPERS 


Reduce 
MAILING 
se esivie 
FILING 


Costs. 


Use 


ESLEECK 


a, a ae 


Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
Thin-Opaque 


SEND 


ESLEECK 


Con ehbh cored ittabele mm Orodert olocekig 


Turners Falls, Mass. 


hines one of the advanced memory de 
vices and the stored program concept 
of IBM’s 701 with high speed reading 
capacity in conventional punched card 
equipment. In addition to its useful- 
ness as an accounting and computing 
tool, it familiarizes business with the 
stored program principles fundamental 
to electronic data processing equipment. 
Though its capacity is large, it is de- 
signed for ease of problem preparation 
and operation. <A significant feature of 
this machine is its ability to check the 
accuracy of its answers. Typical appli 
cation of the Magnetie Drum Calculator 
is the simultaneous computation of in 
surance premiums and calculation of re- 
quired reserves. The caleulator can re 
member several weeks’ or months’ pro 
duction schedule of finished produets 
and, at the same time, caleulate§ at 
high speed the number of parts re 
quired for their production. It takes 
into account factors like lead time and 
indicate dates on which orders must be 
placed for each part to be available 
for scheduled assembly. It incorporates 
in one machine operations in punched 
ecard accounting which once required 
several machines. A numeric decimal 
machine, it has up to 20,000 memory po- 
sitions and can accept as many as 2,000 
individual operating instructions to fa 
cilitate computations, It consists of 
three units: a magnetic drum unit with 
electronic calculating components, an in 
put and output unit, and a converter. 
It occupies approximately the same area 
as two ordinary office desks and a filing 
cabinet. 


CARBON-INTERLEAVED FORMS 


Consolidated Business Systems, Ine., 
30 Vesey St., New York 7, N. Y., offers 
their new Catalog B-9 showing Redifixt 
Standard Forms for invoices, purchase 
orders, bills of lading, reply messages, 
ete. Made with interleaved carbon in 
2, 3, 4 or 5 parts with company imprint 
at low cost. Redifixt combinations are 
also made in W-2 Tax Forms with state 
form copies, and in continuous styles for 
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Macey Collating Methods 
speed paper gathering, cut overtime 


costs at J. J. Newberry Company 


This is the title of a recent case study of 

collating problems at J. J. Newberry Company— 
and ‘how a Macey collating machine solved them. 
Send for it. It tells how mechanization frees skilled 
personnel from the drudgery of hand gathering, 
cuts costs. You, too, can increase the efficiency 

of your collating operation. The folder 

is free—just send the coupon below. 

















HARRIS-SEYBOLD COMPANY 


Special Products Division 
Dept. A., 4510 East 71st St., Cleveland 5, Ohio 


Please send me the free Macey-Newberry folder 
Name_ 
Firm— 


Address 
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BI9ZE Llectric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
‘The two models shown here, the Barrett Electric BIY2E 
and the Barrett Hand Model B192, are designed to save 
machine hours continuously—for years to come. Both 
have many exclusive features, precisioned by Monotype. 
Dials visible at all times and all calculations are shown 
on printed proof. Special Multiply Key, as easy and 
ree] simple as adding. Transparent paper 
cutter for complete visibility, Items 

and totals up to 9,999,999.99 


BARRETT ADDING 
MACHINE DIVISION 


Lanston Monotype Machine Company 
Twenty-fourth at Locust Street, Philadelphia 3, Pa. 


B192 Hand-Operated Printing Calculator 








Write above 
address for the free catalog. 


register and machine use. 


OFFSET SUPPLIES & SERVICE 

Mela Offset Supply Co., 112 West 42 
St., New York 18, N.Y., offers a com- 
plete line of offset supplies including 
Mela masking sheets, handcleaner, metal 
light boxes with plastic pressure bag and 
Alum-A-Lith presensitized plates. Mela 
also specializes in rapid negative service 
within the New York area. 


POSTURE CHAIR 


Do-More Chair Co., Elkhart, Ind., 
makes the Model 628 executive posture 
chair with non-tilting seat of waterfall 
design to eliminate pressure behind the 
knees. Slight rear slope of seat helps 
maintain proper posture. Curve of back- 
rest fits user’s back for comfortable 


N) 


support. Balanced compression spring 
mechanism on backrest maintains sup- 
port in upright or lean-back positions. 
Seat adjusts from 18” to 20” in height 
and 3” horizontally. Backrest adjusts 
3” vertically while pivot action adjusts 
automatically with body movement. The 
seat is 2014” wide, 1714” deep, with foam 
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G tronzest Link in Any Business System 


There's no doubt about it—office efficiency means extra profit 
for you. A practical, workable office system builds that effi- 
ciency—cuts overhead—saves time and precious profit dollars 


@ Old Town Products—offering top service, performance, economy— 
ere the strongest link in any chain of office operations. Their long estab- 
lished reputation for quality and dependability has won acceptance for 
Old Town with leading business concerns everywhere. That is why business 
firms from coast to coast know that when they use Old Town they are 
using the best in Non-Curling Carbons, Typewriter Ribbons, Duplicating 
Machines and Supplies. Endless research and effort go toward making 
these scientifically created office supplies the finest on the market today 

DEALERS! There are still a few choice territories available for 
an Old Town dealer or territory franchise. There's an Old 
Town representative in your territory. Let him show you, step 
by step, how Old Town can mean a steady income for you 
for the years ahead. Write for complete information today— 
ask for your copy of the Old Town Counsellor. 


OLD TOWN CORPORATION 
750 Pacific Street * Brooklyn 38, N. Y. 


Manufacturers of world-renowned OLD TOWN 
Carbons, Ribbons, Duplicating Machines & 
Supplies 





NOW—A Single Source 
for ALL Office Papers 


SHEETS AND ROLLS 
FOR ALL OFFICE MACHINES 


The Certified line includes type- 
writer bond, duplicator paper, sec- 
ond sheets, scratch pads, index 
cards and precision rolls for all 


machines—even gummed tape in 
many colors in small rolls for of- 


fice use. You save money and 
clerical work when you order a 
combination of Certified papers 
and adding machine or cash 
register rolls because you earn a 
quantity price while larger orders 
bring lower unit shipping rates. 
And — you can always depend on 
Certified quality! And delivery! 


Write today for Price List 
and Specification Sheet. 


RITTENHOUSE PAPER CO. 


6405 Wentworth Ave., Chicago 21, Ill. 








This modern 
Memomaster— 
imprinted with 
your name— 
with your first 
case order of 
Certified 
Sheets, Pads 
or Index 
Cards. 


FREE 








| towoe, Wis., 


| 


guckrest 
and arms have foam rubber pad. Top 
long and 614” 


rubber pad over coil springs. 


of arms are 3” wide, 17” 
high. Solid walnut natural finish 
with 2” ball bearing casters. Model 
is made slightly smaller. Literature from 


base 
618 


above address. 


BOOKCASE 
Invincible Metal Furniture Co., Mani- 
makes a metal bookcase with 
doors. It is 
14” deep with 
shelves. A 
be made by 


sliding glass 
12” high 
two adjustable, 


battery ot 


or without 
38” wide, and 
round edge 


bookeases can 


| combining separate units and end panels 


|} under 





| partment 





matching 
18” 


top. A 


telephone stand is also made. It is 


one linoleum 
wide, 29” high and 18” deep, with open 


ing for phone books and a locked com 


for private articles or papers. 
phone stand can be had 
Invincible 


and 
to match the 
desk colors. Units have adjustable glides, 


S00kcase 


six standard 


OFFICE FORMS 


American Register Co., First at K Sts., 


SJoston oi. 


Mass., specializes in the analy- 


sis and carbon interleaved 


printing of 
and other forms to advance simplifica 
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It's easy to correct — 
fluid duplicator masters with 


DENNISON PRES-a-ply CORRECTION TAPE 


Cleaner, neater, faster — 
no carbon-stained fingers 


¢ No scraping, erasing, smearing 
¢ Lies flat — no waste 
* Self-adhesive — requires no moistening 
e Comes in convenient strips 
— no dispenser needed 


+ Master does not have to be Measure length needed by placing 


. sheet against correction in typewriter. 
removed or realigned Cut strip and pee! from backing. 


In single and double space widths 


Ask your 
stationer for 
Dennison 
PRES-a-ply 
Correction Tape 











Press tape on back of master over part 
to be corrected and retype. Use of 
small piece of new carbon is optional. 


Dennison 


Framingham, Mass. 
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NEW FEATURES 
IN ATLAS VERTICAL FILING 


NEW JUMBO with 
BOTTOM DRAWER SUSPENSION 


The same sturdy cabinet which has served you so well, has 
been improved! Now, those drawers filled with offset plates, 
negatives or stencils, are supported along the bottom on 
ball bearing suspension, eliminating a// possibility of sag- 
ging and binding. 


“Bee oe 


NEW NEGA-PLATE HANGER 


Designed especially for users of !0"' offset negatives and plates, 
this new hanger provides the maximum in protection and accessibil- 
ity. Two heavy-duty envelopes are provided with each hanger—each 
envelope individually printed for correct identification of plates 
and negatives. The Nega-Plate Hanger will fit the Atlas Deluxe, Twin 
Deluxe and Jumbo cabinets. See your dealer or write us for com- 
plete specifications and additional information. 


SEE THEM YOURSELF | FOR STENCHS, OFFSET PLATES & NEGATIVES. K BAY EIC 
a om) 
Visit our booths C-3 and C-4 at ne! 
N.S.0.E.A. Convention in 
Chicago. Atlas Stencil Files Corp., 16728 Westfield Ave., Cleveland 10, Ohio 
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tion of the routines in processing or- 
ders, invoices, bills of lading, packing 
slips and all other forms in daily office 
use. More than 25 years of experience 
in designing and manufacturing forms 
for its customers enables American Reg- 
ister to effect many time and cost sav- 
ing factors in their customers’ establish- 
ments. 


COIN COUNTER 


Klopp Engineering, Ine., P. O. Box 
134, Plymouth, Mich., makes the Model 
DE motor driven coin counting and 
packaging machine which can maintain 
a continuous counting rate of over 2,000 
coins a minute. One mechanical regula- 


tion positively changes machine from 
one denomination of coin to another. 
Operator can use both hands for packag- 
ing coins. Machine weighs 28 lbs. with- 
out carrying case, measures 8” high, 12” 
long, 8” wide; powered with 1/20 hp 
motor; $300 fob above. Dealers are 
invited to write for details of Klopp’s 
new sales plan. 


FINGER FILM 
Lee Products Co., 2736 Lyndale Ave. 
S., Minneapolis, Minn., makes  Sort- 
kwik, a hygroscopic substance which is 
applied to the thumb and forefinger by 
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Meet ALL requirements 
of ALL typewriters 


WHY Stock 34* Carbon Paper Items? 
WHEN NEV-R-KURL UNIVERSAL 


...Can Be Used on Standard, Noiseless and Elec- 
tric Typewriters 

... Cuts Dealer Carbon Paper Inventory 

... Slashes Investment in Stock 

... Simplifies Purchase for Dealer and Customer 

...Saves Customer Office Supply Space 


New inking makes NEV-R-KURL UNIVERSAL wear 
TWICE as long. This all new smudge-proof carbon 
paper will continue to give clear, legible carbons 
long after the ordinary paper would have been con- 
signed to the waste basket. 


NEV-R-KURL UNIVERSAL will not curl or wrinkle 
under any conditions—it's plastic backed. 


Dealers can increase carbon paper profits, cut their 
costs and the costs of their customers to make more 
sales. Let us tell you the rest of the story. Write to: 


“Dealer Average 
am 


t. A. PHILLIPS, President = 
aa | Bite 


— Yrawniter 
CARBON PAPER = RIBBON 


PROCESS co. 1927 MILL ST 





CLEAR PRINT 
wooo stamp 


ROCHESTER 14 





surface. 


This creates a stainless, greaseless, tacky 


running the fingers across its 
film which will 
Sortkwik, 


unbreakable 


more 
handy, 


pick up papers 
easily. 
flat, 


tails at 50e., 


packaged in 


plastic containers, re- 


DESK 
Western Manufacturing Co., Aurora, 
Iil., makes the Fashion-Aire steel desk to 


round out Wesco’s present office equip- 


ment line. Expert styling is apparent 








54 LAFAYETTE ST.. NEW YORK 13 


edges, satin 
Appropriate 
finish 


throughout, with rolled 
chrome trim and hardware. 
standard baked 
are offered with special colors at slight 
cost if desired. Height is 
from 29%” to 301%” in five 
member, all 


colors in enamel 


additional 
adjustable 4 
variations. Cross 


construction 


model 
welded girder guarantees 
maximum strength and durability.  In- 
terchangeable drawers operate on nylon 
glides with convenience tray and paper 

Prices 
pedestal 


hood on the knee space drawer. 


range from $99.50 on single 


models to $151.50 on secretarial models. 
VISUALIZER-CAMERAS 

Merritt Lacey Corp., 31 Central Ave., 

Newark 2, N. J., 


lighting 
95 HOO watt 


announces that a new 
system four PS 
3200 Kelvin bulbs for black 


consisting of 


and-white and color use, mounted in 
square reflectors for even light distribu 
tion, will be supplied on the Lacey-Luci 
Visualizer and the Lacey-Luci Art Aid 


& Camera. Copyboard size will be in 





p= \ 


CARBONIZING 


SPOT CARBONIZING CAN MAKE MONEY FOR YOU TOO! 


Absolute register, non-smudge, perfect for all types of busi- 
ness forms—2 to 12 parts. Our modern plant is equipped to 
do the complete job— printing, carbonizing and binding—or 
any part that you wish. Samples on request. 





phd | 
<> 


WA 5-2121 
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y ADDO-X 
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So fast >So Gasy ‘toruse — 


an 
d ace Tate, of Cou N\ 
rr 


se 
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New feature speeds up multiplication! 


ADDO-X takes the lead in the adding machine field with its 
exclusive STEP-O-MATIC MULTIPLIER LEVER. This new 
feature permits automatic step-over to the next higher unit 
without using the O-key . .. a time saver that really 
insures fast and efficient multiplication . . . offers added 
versatility to handle any job. 


Pre-selling your customers 


These, and many other ADDO-X features, such as — the “live” 
Repeat and Repeat/Subtract Key plus automatic clearance 
of the Keyboard after multiplication . . . combined with 
ADDO-X’s feather-matic action, precision built mechanism 
and error-proof design . . . are now being effectively 
advertised to top management and other buyers in 
trade and business publications. 


Write today for new literature. 


ADDO MACHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U. $. Distributors; Addo-X Adding Machines 
Roneo Mimeo Machines — Multo Calculators 
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creased from 18” x 24” to 24” x 24”. CASH BOX 

’ F ‘ New York 1, N.Y., makes the Count 

WHOLESALE CATALOG Kwik transparent plastic change box 
G. S. Pearson & Co., Dept. QM, 709 SS, 
Dearborn St., ¢ hicago 5, Ll.; offers the 
trade their free wholesale catalog which 
is designed so that dealers ean quickly 
and easily find prices and produet in 
formation. The Pearson catalog contains 
hundreds of sales-tested items. It is a 
64-page loose leaf book with pressboard 
covers. Pages can be added and replaced 
as new items or price changes are ap 
proved to keep dealers up-to-date on 
every item in the line. The company 
offers to be the dealer’s ‘‘inventory’’ so 
that any retailer can do a maximum vol 
ume of business with a minimum inven 

tory. Small quantity buyers are not which allows counting up to $21 in loose 

penalized by being charged higher unit change at a glance. Although only 

prices, 314” wide, 6%” long and 11%” high, the 


= 


ap ll es 
A WONSUP 


FLEXIBLE STEEL RULE 


All-purvose office rule. Lies flat on all surfaces. Cannot 
slip nor slide. Precision ground edges. Graduations 
acid-etched below surface of metal—will never wear off. 
Made of clockspring tempered steel, heavily nickel 
plated. 


9''-12''-15"'-18"'-24"" lengths. 


NATIONAL RULE CO. 
Rochester 14, N. Y. 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


OS 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


Sixteenths or Metrics 


- Wwu4gda3id 


1W43d34 
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THEBIG 5 


TEMPO ALL-ELECTRIC 
OFFICE PRINTER 


for speed—efficiency—beauty 


TEMPO FILM STENCIL 
will produce better copies 
than any other stencil, regard- T € M PO H s KS 


less of typewriter used for 


cutting 
Designed to produce beautiful copies 


and meet your specific requirements 


DO eeeeereoeeeeoeereeeeeee 

(7 : WRITE FOR CATALOG showing complete 
v oF 

ao line of Tempo Duplicators, Stencils, 


STENCIL seetponli up 
DUPLICATING PRODUCTS KS § ccessories 











MILO HARDING CO. 


MILO HARDING 434 W. Pico Bivd., Los Angeles 15, Calif. 
Please send illustrated catalog 
COMPANY 


Established 1904 Nome 
434 WEST PICO BOULEVARD, 


LOS ANGELES 15, CALIFORNIA 
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ON THE BOTTOM” 


OR - 


‘GLIDE EM AT 


EASIEST 
FILING 
EVER! 


DAFLEX 


HANGING FOLDERS 


Send coupon for catalog and 
name of your nearby dealer 
who will install a_ trial 
drawer. Money back if you 


are not satisfied. 


Oxford Filing Supply Co. Inc 
88 Clinton Road, Garden City, N Y 
Please send free Pendaflex catalog to 








two piece eash box also has a removy 
able top compartment which holds up to 
10 bills laid flat. sottom compartment 
is divided into five curved sections, each 
accommodating a different size coin, 
Rows: of pennies, nickels, dimes and 
quarters are always neatly separated. 
Coins ean be counted at a glance be 
cause ench section is marked at intervals 
to show the total sum of all the coins 
it contains. A quick count can be made 
through the clear plastic when the box 
is. closed, The streamlined coin con 
tuiner will fit into most petty cash 
boxes and cash drawers, Priced at 


$3.50, 


MICROFILM CAMERA 
Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., makes the Film-A 
Record Model 4 microfilm camera with 


which single pages, or series of pages 


stapled together, can be conveniently 
microfilmed without removing and then 
replacing the staple. The camera handles 
single sheets and bound volumes with 
pages spread open, magazines, engineer 


ing notebooks and other bulky originals 
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New “Scotch” Brand Deluxe Desk 
Dispenser and twelve 1296 in. x % in. 
rolls of “‘Scotch”’ Cellophane Tape 


Buy this ...and get this FRE 


An additional Deluxe Desk Dispenser 
is yours as a bonus when you take ad- 
vantage of this special Deal ‘‘S’’. It’s 
your chance to equip every desk with 
these time-saving, tape-saving 
dispensers at a special bargain price! 


TWO BIG EXTRAS! 


These are completely restyled dispensers 
featuring new “sure-grip” rubber base, 
sharper slide-in cutting knife, extra finger 
space, chip- proof finish in lustrous gray. 


The tape you get is NEW FORMULA 
“SCOTCH” CELLOPHANE TAPE with the 
revolutionary new adhesive that STICKS 
6 TIMES TIGHTER! 


NOTE: /f you prefer tape %-in. wide, ask for Deol “R”. 
Same two dispensers for price of one! 


SCOTCH Cellophane Tape 


The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-seénsi- 
tive adhesive tapes made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn.—-also makers of wy 
“Scotch” Sound Recording Tape, ‘Underseal” Rubberized Coating, ‘'Scotchlite” Reflective Sheeting, 
“Safety-Walk"” Non-slip Surfacing, “3M" Abrasives, "3M" Adhesives, General Export; 122 E. 42nd 
St., New York 17,N. Y. in Canada: London, Ont., Can. 
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in all sizes up to 11” x 17”. A Visual 
Supply Indicator shows at a glance the 
amount of film left in the camera, while 
an audible signal warns the operator 


yy r when film has been loaded improperly, 
| when take-up reel is full or when film 
fails to advance properly. Simple film 


loading operation allows any operator, 
ADDING LISTING MACHINE without technical skill, to load or re- 
move film. Foot switch controls photo- 
graphing the document and advancing 
correct amount of film. Colorstat per 


mits inereasing or decreasing light in 
tensity for original documents of vary- 
ing color. Machine can be operated at 
speeds up to 1500 exposures an hour. 


ADDRESS-PLATE CARDS 
Addressing Machine Co. of Calif., 618 
Mission St., San Francisco 5, Calif., 
makes paper index eards in continuous 
form for insertion into Addressograph 
frames. Called Quik-Kards, these are 








yety 
NUMERIA 


FULL KEYBOARD CAL ULATOR machines at high speed and are printed 


accurately and neatly through the use 


wmv ro FABBRIGA ADDIZIONATRICE ITALIANA s 4 of a magnetic gauge which fits all 


VIALE UMBRIA 36 MiLAMO yTaALY models of machines and aligns the cards 


fed manually through Addressograph 


while they are being printed. Perma 


nent magnets hold the gauge to the ma 
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operation is 
are torn apart 
after they 
Cards are avail 


packed in 


The ecard cutting 
eliminated, Quik-Kards 
per forated 


rhine. 


on the line are 


inserted into the frames, 
and are 
feed directly 

When 
an 
Addressograph feeds 


sizes 
They 
boxes, 


able in various 
fanfold 


(lispenser-ty pe 


stvle. from 


cards are 
used in large quantities, attachment 
the 1900 


ecards 


for Class 
the 
about 90 


will be 


automatically at a speed of 
Sample Quik 
trial to in- 
the 
card 


per minute, 


KKards sent for free 


submit to above 
the 


size 


terested firms who 


manufacturer a sample of now 


being used so that proper may be 


determined. 


OFFSET PLATE 
Ned. 


Presensitized 


makes 
offset 
extremely 
requiring but one 
development 


\zoplate Summit, 


the 


Corp., 
\luminum 
Claimed = an 


kineo 
plate which is 
easy plate to process, 
for 
exposure, 


solution complete 
after the 
posed, the solution desensitizes, develops, 


its 


Onee plate is ex- 


etches and gums the plate for immedi- 
operation, 
‘no 
Its 


times as 


readiness, in one 
the 


dimensional 


ute 
Another 
stretch’? or 


press 
plate ’s 
stability. 


feature is 


faster processing allows five 


plates to be made in one hour as 
with 


running 


many 


compared some processing methods, 


No sink or water is required 


Make your office aipyoly dallar buy move! 


3/16" Sectional Posts 


These binders are used for all types of forms, 


orders, invoices, shipping and receiving records 


of stock room, factory and inter-house forms 


posts 


lock removal or replacement of 
lifting over posts an 


frequent, Slide 


The slotted 


cover without 


permit 
advantage where 
additions are lock 
both 


sheet changes or 


assures a positive grip on posts 


binders board wit 


Post 


canvas over heavy 


black imit leather 


vided to build to a 2” 


Sheet Size C to C* Price Each 6@ 
3/4"" $1.38 
1.43 
1.43 
1.43 
1.43 
hetween the exact cen 


In green slate 


ation corners ections pre 


capacity 

12@ 

$1.25 
1.30 
1.30 
1.30 


Distance nter of 


Binding size mentioned first. @ 


SLOT LOCK POST BINDERS 


such as copies of 
and various types 


punched to 


WE CAN MAKE BINDERS TO FIT ANY OTHER SIZE SHEET—MERELY SEND SAMPLE! 
Imprinting at a reasonable price. 


r 3/16” 


Addit. posts 
50c per doz. 


C to C* Price Each 6@ 
23%", 4%" AS y 
234", 414" 


Sheet Size 


25," 
” 4Va"", Bin” 


post to the exact center of the other pos 


@ Write for our quantity price. 





SLIP-ON 
LABEL HOLDERS 


sizes of .020 gauge Vinvlite pian ( The 

t Binder Label Holders serve ¢ rit ific 

tion or marking need for open ‘hack ' ndet 
Non- warping, non-curling \ 

ind) lock on every size of post 


PBS— '‘/,'' x2 
PBM— 1"' x 2!/, 
PBL — z ue 


" — 25¢ 
*— 30c 
Off @ Lots of 


Lots of 50—10% 


/,"* — 20¢ each 
each 
each 


100—20°, Off 


FORMS 


5Pt.N.¥. 5 Pt. N.¥ 


W-2 
& N.f & NN. 


4 1't > Pe 5 Pt. wIBM wIBM Card 
v imp wimp. Card Imp 





2.90 6.49 
16.55 


25.80 


2.00 2.70 
9.30 12.75 11.25 
14.60 17.60 17.25 

LOWER PRICE 


Available for immediate deliver 
Dec. if desired. Give name, 
cation number for imprinting. 


5.60 6.40 
14.25 13.75 
20.25 22.75 
IN QUANTITY 


, Or tor shipment in 
address and = identifi 











ALL MDSE. SHIPPED F.0.B. NYC 


Satisfaction Guaranteed or Money Refunded 


CHARGE ACCOUNTS INVITED 
PHONE: MU 2-3350 





WRITE TODAY FOR OUR PERIODIC MAILINGS 


J. S. LESTER & co., INC. 


25 W. 44th St. N.Y. 36 
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"T waleh th pera! 


“| thought we couldn’t afford a new 
calculator. We tried a Marchant for a 
week and did | change my mind! 


“The Marchant is so simple to operate everyone 
in the office uses it. 


“The amount of time we’re saving is astounding. Our 
Marchant paid for itself in a matter of months.” 


The MARCHANT MAN in your phone book is ready to : "t ; ® 4 MARCHANT’S MANY 
show you, on your own work, that MARCHANT is the | ., wi EXCLUSIVE FEATURES 
simplest calculator to operate, yet delivers the highest : ; INCLUDE: 
‘igure output. Call him or mail this coupon with your ; Ee “‘Push-Button’”’ 
business letterhead to get your FREE... Multiplication 


Guide to Modern Figuring Methods 5 Complete Carriage 
lilustrated Booklet about Marchant Calculators , Carryover 


One-Hand 
Keyboard Control 











during the processing and a visible im- 
age is apparent immediately after ex 
posure. There is no need to rub up the 
image with ink. If it 
the plate before putting it on the press, 
done by the 
The one-operation solution de 

ENCO Finisher F-1, is not 


srilliant 


is desired to ink 
this can be conventional 
method. 

sensitizer, 
flammable. 
line copy are achieved 


halftones and fine 
while all odors 
and stains are eliminated in processing. 
Plates have a long shelf 
pendable for re-rups or long runs and 


life, are de- 


” 


available in sizes up to 2514” x 36”. 

OFFSET NEGATIVE STENCIL 
DUPLICATING INKS 

Frankel Mfg. 


Blvd., Denver, Colo., makes an improved 


Co., 285 Rio Grande 
mechanical negative stencil for use with 
Sten 


POD) 


photo-sensitized metal offset plates. 


cils are furnished in green (No. 


and orange (No. 2660) and are made to 
photo-offset 
to proofread and 


cover all sizes of 
30th 
transparent 
on the stencil 


eolors are easy 


enough to do tracing right 


with the use of a Scope, 
yet opaque enough to filter out all light 


when being developed on the plate. Easy 
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plates. 


a TOP HAT 
doesn't make 
a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


CRASERSTIA 


an eraser doesn't make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — ond 
still produce—the world's 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. 
Sharpens with knife or me- 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 





FABER GRASERSZIK GLsHICD VS..7099 


If your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 





AW FABER-CASTELL 


PENCIL COMPANY, INC , NEWARK, NJ 








M-K ADJUSTO 
TRAY-BINDERS | 
and 


to use, the stencils reduce the cost of 
having expensive negatives made for 
photo-sensitized offset plates. After typ 
ing or drawing on the stencil, it is 
placed on top of the photo-sensitive 
plate and by the use of arc, ultra violet 
or infra-red lights, the image from the 
stencil is burned into the plate. 

Frankel announces an improved oil 
base duplicating ink for use in open or 
closed drum machines. It is an emul- 
sion type ink which is exceptionally fast 


drving and dark writing. It will not 


STANDS 


Easy edjusteble a : 
stonds mode to fit as A be filed for re-use without washing. 
one or more troy- ; Frankel 
binders — ‘. . ‘ . : 4 . 

pnb ee for Gestetner duplicating machines. The 


harden on the pad and can be used 
safely with any stencil. Stencils can 


f 

Hi-Lo Vis , 
| 
| 


also announces a new tube ink 


tube is specially made to serew into the 
machine without special adaptors needed 


and this ink comes in black and colors. 
files 


ws EXECUTIVE CHAIR 
SORTERS frien ° King Posture Chair Co., 953 S. Ray 
=, mond Ave., Pasadena 2, Calif., makes the 
SAVE TUME Prince Regent Model 530 deluxe rotary 
SAVE WORK 


SAVE SPACE 


STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


Tray housing, counter 
units, teller units, ac 
el ¥ lal alate Mm saleladallal-Mmel 31.4; 
savings tubs, money 
buses, double capacity 
files and cycle billing 
(Toler iaal tal insulated -if 
required 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 


Housing Equipment. 


4 € : ‘chute armchair of custom-built character that 


CEDAR RAPIDS; IOWA meets requirements for executive per- 
sonnel, The generously proportioned 34 
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coil-spring seat measures 19” x 1816”. x PENCIL CARBON PAPER 

4”; foam rubber padded back rest Coneord Chemical Co., Syntheties Div., 
measures 16” x 14”, This King model Moorestown, N. J., makes Concord Pen- 
allows 17” to 20” height adjustment and cil Carbon Paper and Concord Register 
has 242” wide foam rubber padded arm Rolls in any desired ply and width. 
rests. The one-piece molded aluminum Coneord Pencil Carbon is claimed to be 
base has a 24” caster spread with 2” 


; : non-sticking and non-smudging, excep- 
ball-bearing soft rubber hooded casters. 


' tionally durable and with excellent mani 
r rate « « . ime aly SOC “oo P . “2 ¢ : 

It will retail at approximately $99. More folding qualities. It is made in standard 

detailed information and literature from weights and sizes, blueback or redback, 

above address. coated one or two sides, in two grades: 


Air mail... snail-paced! 


Important mail flies like an eagle to get to your office. Then 
it gets bogged down to a crawl by the slow process of 
hand-slitting-open before your office people receive it and get 
the day’s work started. 

Consider the valuable working time a PB MailOpener will 
save! This electrically powered LE Model, for example, opens a 


whole morning’s mail in a jiffy—thin envelopes or fat; any size, any 
kind. Swiftly, safely trims off a hairline edge as fast as you feed it. 
There’s a MailOpener for the smallest office. Ask your nearest PB 
office to demonstrate. Or write for free illustrated booklet. 
PITNEY-BOWES, Inc., 3406 Pacific St., Stamford, Conn. 
Originators of the postage meter, 93 offices in U.S. and Canada, 


FREE: Handy wall chart of Postal Rates for all 
classes of mail, with parcel post map and zone finder, 


PITNEY-BOWES 


MAILO)PENER 


ie ‘ies 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Spr- Clue 


CUSTOM 
ADDING 
MACHINE 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


(ad 


sobs 


Reduces Noise 54%* 


Revolutionary Design 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-953 


Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


Name 


VICTOR 


34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 


Address 


ae 


Company Name —.. 





ss daideatesisaicicaielai ccs UNO cg eee 
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SP Smudge-Proof and SPL Smudge-Proot ro" x TF", 34° x "1 2-and 38" x: S0"-re 
with special intensity. The semi-coated spectively, These machines have auto 
(one-sided) earbon does not require in matie fluid control which can be preset 
terleaving in shipping or in use. Free — for light, medium or dark copies; auto 
samples of this peneil carbon for testing matic paper feed and master clamp and 
can be had from ahove address. 3 at resetable counter. Printing pres 

sure is adjustable as is position of copy 


) 


SPIRIT DUPLICATORS heig oht 2” up or down. Measurement 
Du Print I 1225 S. Main St gauge on evlinder and feed tray, adjust 
1 ints, Ine., 1225 S. Main St., 


a ae : . able rubber feet to level machine, level 
Los Angeles 15, Calif., offers Duplicarbo 


ing device for equal fluid distribution and 
two position operating handle are othe 
features, Duphearbo duplicators are 
made with cast aluminum frames, hand 
eut steel miter gears, ball bearings, 
bronze and brass parts and fittings. Ex 
terior finished in gray wrinkle enamel 
and nickel plating. Prieed from $167.50. 
Exelusive dealer franchises available. 


Illustrated literature from above address. 


STATIONERY TRAY 


Jayem Sales Corp., 31 Coffey St., 
Spirit Duplieators in four models whieh Brooklyn 31, N. Y., makes a M-103 five 
handle copies of any size up to 9” x section stationery tray with dividers 


CARBON-INTERLEAVED INTEROFFICE MEMOS 





f 7 
For ease of me cy _ FREE SAMPLES 


operation, : 
speedy replies, — ai For a generous 
clear sharp mI te . supply of free 
copies, you — 
can't beat 
readyset <n this ad to your 
INTEROFFICE letterhead. 
MEMO FORMS ” i) 

> Dealer Inquiries 

DELIVERY. tt \ Invited! 


ge 


This easy-to-use 3-part set provides a 
follow-up copy for the originator and 2 reply 
copies — | for the replier and | for the originator. 


NATIONAL wal deatied FORMS COMPANY 


18423 EUCLID AVENUE ° CLEVELAND 12, OHIO 


Designers and manufacturers of carbon interleaved business forms 


samples, clip 
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Girls gowild’ 


over this new 


fj, 
galls 
fy A 


tr, > 


i 


NON-SKID 


TYPEWRITER PAD 


No more clouds of “erasure-dust’’—no more 
“walking” typewriters. Here’s a pad that 
wipes clean in a second, gives a soft, 
sound-deadening surface for all office ma- 
chines, fans, etc.—won’'t slip, pack down or 
get hard—lasts long, eases workaches. A 
real office sensation. 


Standard Size 12" x 13" 
slightly higher W. of Rockies 
Other sizes proportionate 
Dealer and Jobber inquiries invited 


sxeseeeesORDER TODAY: eeceeeeeen, 


ACE LITE-STEP CO., Dept. 23, 
1708 S. State St., Chicago 16, Ill. 





Please rush non-skid typewriter 
mats at $2.25 ea. ) check enclosed. 
( ) send C.0.D. ( ) open order 
we're rated. ( ) send information. 


& Address 
a 
5 City 


168 


shoulder rivets that can be 
raised for easy accessibility to each com- 
This 


jams. In addition to the five stationery 


hinged on 


partment. eliminates compartment 


compartments and front envelope section, 
there is a large built-in petty cash and 
item box under lock and key. The tray 
1as no loose parts and is finished in green 
or gray baked enamel, size 34" x 10” x 


o1" 


SPIRIT DUPLICATOR 
Master 6500-0 West 
Lake St., Minneapolis 16, Minn., makes 
Master legal size portable spirit dupli- 
eators of the same quality, design and 


Addresser Co., 


construction as their letter size dupli- 


has an actual 
13144"; produces 


to D5 


eator, It 
of 8B" x 
prints in J 


printing area 
high quality 
Sheets 


colors. are 
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the “PAPER THAT TALKS” 

Sensational new electronic dictating 

medium has lowest cost! Twice the a e 
fidelity of any dictating medium! Can be reused C_ Pe 
thousands of times without loss of fidelity! 
¢ Dictate on it! ¢ File it! 
e Write on it! e Fold it! 


¢ Mail it in a letter-size envelope! 


used with the PENTRON Glicforel 


...the amazing new electronic dictating-tran- 
scribing machine that automatically erases previ- 
ous dictation while re-recording. Saves reviewing 
time...a word or more is quickly changed by 
backspacing and re-recording over previous 
dictation. Easy to use as a typewriter. Suitable 
for secretary or typing pool. Uses all standard 
transcribing accessories. Send coupon today! 
ROOM 603A 
NSOEA SHOW, Chicago's Hilton 


FREE 


Brochure 
gives amazing 
details! 


Sales Once 
Pentron Industries, Inc. 
664-Od North Michigan Bivd., Chicago 11, Ill. 


Send brochure telling how to cut dictation costs over 75%! 
NAME 





FIRM 





ADDRESS 





je eeeeeeeee 


CITY ZONE STATE. 








THE ONLY FIBRE BOARD 


DRAWER FILE 


that “Builds its own stool 
shelving as you stack it.” 
@ Assures free, easy drawer action 
@ No bulging, no sticking with these | 
self-stacking TRANSFER FILES 


STAX ON STEEL files are the only 
drawer files engineered so the : 
steel framework carries all the load 
with equel support at all four points _ 
Ae me am. 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 


office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped fiat. Assembles quickly and easily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 


170 








Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
moking sturdy steel shelving as high 
as desired. 








No. 511 LETTER SIZE 
Inside Drawer Dimensions: 124%” x 1042” 


x 24” long. 
PRICE, CARTON PRICE, 
EACH 


PACKED FLAT—6 to CARTON, Wt. 48 Ibs. 
Unit consists of four pieces, shell, drawer 
and two steel stackers. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 
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roller moistened. Built with self-oiling 
bronze bearings, finished in attractive 
light gray enamel. Weighs approximate- 
ly 12 lbs. in its carrying case. The legal 
size Master retails at $39.50. 


ADDING MACHINE 
Rastatt in 
small, low 


Thaleswerke Co., 3eden, 


Germany, makes a priced 
adding machine with direet subtraction 
in 8 column capacity, totaling 9, with 


2 column item counter. Machine weighs 


little over 4 Ibs. and can be converted 
to electric operation in a few moments. 
Easy to use keyboard can be operated 
with either right or left hand. Further 
information and prices on the Thales 
Adding Machine can be had from above 


address. 


DUPLICATING SERVICES 
Simplamat Corp., 633 8S. Plymouth 
Court, Chicago 5, IL, offers their free 
ilustrated catalog of duplicating sup- 
plies and services which include photo- 
graphic plate service, mechanical ser- 
vice, operating supplies, master pre- 
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ONLY. 
$65.00 


Plus $3.90 
Fed. T 





west of the 
Rockies. 


METAL PLATE 
ADDRESSING MACHINE 


Indestructible heavy portable model. Prints thru a 
ribbon in black. Most practical of all types. No inking 
or other preparations necessary. Always ready for in- 
stant use. Embossed plates only 5c each—mail orders 
filled in 48 hours. 

A GREAT TIME SAVER in addressing statements, en- 
velopes, (any size), pay checks, time cards, social 
security forms, tags, labels, etc. Makes carbon copies. 


made by 


NETTLE MANUFACTURING CO. 
27 Huntington Ave. Boston 16, Mass. 


Send for circular "'E'' and 10 day free trial offer. 


copy holder 


and File Aid! 


TWO big needs are filled with this handy 
light-weight copy holder and file aid! Made 
of high quality, handsomely designed steel, 
in two colors (green & gray). It can be used 
as a desk top copy-holder and it will con- 
veniently hang on the end of the file drawer 
while the file is being used. 
This new office aid saves time and money by 
eliminating costly errors in office work. Try 
one and you'll buy. ORDER TODAY! 

Price $5.25 F.O.B., Los Angeles 


DEALER INQUIRIES INVITED 





OFFICE EXPEDITERS, Inc. 
615 Lucas Ave., Los Angeles 17, Calif. 








For TYPEWRITERS 
TABULATING MACHINES 
ADDRESSOGRAPHS 

TIME STAMPS 
BOOKKEEPING MACHINES 
ADDING MACHINES 


FINE CARBON PAPERS 
HECTOGRAPH SUPPLIES 


oF: — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 


gg Oe hs element as Skt SoS. oy se se f a, a0 


printing, plate-making equipment, paper 
and drills, 
They also have a used 
equipment exchange. Firm is headed by 
N. E. Wolf, for 25 years in the dupli- 


cating business. 


folding machines and mail 


room equipment. 


MOTORIZED FILES 
Motor-File, Blvd., 
16, Calif., announce the Motor- 
File which will take any size or shape 
without 
Any single record in the 


9028 Sunset Los 


Angeles 
of present records change or 
transcription. 
file can be brought 
and is 
type 


to posting position 
Any 
used, 


accessible from any side, 


index or signaling can be 


floor- 
operator 


Motor-Files are designed 
built low to 
visibility. 


to save 


space and allow 


full-room jack 
and 
Files are operated by 
leather 
teriors in choice of colors with satin alu- 


Telephone 


provides for authorizations, stock 


eredit checking. 


toe or finger control, have eXx- 


minum trim. Motor-Files are offered on 
deductible 


a rental-service basis, as Op- 
erating expense rather than capital in- 
vestment. This covers maintenanee, re- 
newals and replacements at no additional 
from above address, 


cost. Literature 


STORAGE EQUIPMENT 
Precision Equipment Co., 83712 N. Mil- 
waukee Ave., [ll., offers 
their latest eatalog of steel 
shelving, 


Chicago 41, 
5o2-page 


lockers and other storage and 
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won't spill! won't leak! 


morris Safe-T-Set 


iT'S NEW! .. . the newest member of a famous family . . . most important development 
in desk-top convenience in years! With full two-ounce ink capacity, long-lasting hard tip 
point, exclusive safety feature, the Morris Safe-T-Set gives months of perfect writing in 
perfect safety. Your choice of colors! Ask for the Morris Safe-T-Set at your stationer. 


BERT M. /¥lORRIS CO. 


8651 W. Third, Los Angeles 48, Calif. 
New York: 381 Fourth Ave. © Canada: McFarlane Son & Hodgson Ltd., Montreal 
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No. 3 MULTISTAMP Duplicator with Printing Guide 


PRINTS LETTERS..FORMS.. 
POSTCARDS .. MENUS 


1000 or more clear, sharp copies without 
re-inking. Prints practically anywhere. . on 
paper, cloth, wood, packages. Just type, write, 
trace or draw on inexpensive stencil..snap 
it on duplicator and print—like using a rubber- 
stamp. New pre-die-cut ‘““FORM-CUT” stencil 
prints shipping form and identification data 
in one operation. 

Portable, non-mechanical, of non-corrosive metal, 
replaceable ink pads. 8 complete outfits: $9.50 to $99.50, 
including supplies (f.o.b. factory). Write for literature 
or see your office or shipping room supply dealer. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 





STENCIL DUPLICATOR 


MANUFACTURED ONLY BY THE MULTISTAMP CO. NORFOLK, VIRGINIA 














COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it, When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—2 widths. 
Send for Circular 52-0 and 


vitak 

i. D. COTTERMAN, Mfr. 

4535 N. Ravenswood Ave. 
Chicago 40, tI. 











maintenance equipment for office, indus- 
trial and institutional use. Items are 
illustrated with full specifications and 
prices. As in the past, the catalog also 
contains cartoons and a joke column, 
“*Heard in the Locker A free 
copy can be had from above address. 


TELEPHONE HOLDER 
Rans Mfg. 28 N. Williams St., 
New York 38, N. Y., makes the Rans Ad- 
Telehold adjusts to 
width or slope without tools, 
snaps securely onto all phones and allows 


Room.’’ 


Co., 


justable which 


shoulder 


the user to 
with 


carry on 


both 


a telephone con- 


versation hands free. It is 


ua 
molded of unbreakable black Tenite plas- 
tic, can be used on either shoulder, has 


resilient shoulder piece padded with 
foam rubber which will not leave marks 
or smudges on clothes. Originally de- 
signed by a doctor for his own use, the 
Telehold comes individually boxed, re- 
tails at $1.50. Literature from above ad- 
dress. 


TYPEWRITER PAD 


Bro-Dart Industries, 59 E. Alpine St., 
Newark 5, N. J., makes the Abco Quiet- 
Grip Office Machine Pad in attractive 
green which is easily cleaned with a 
damp cloth. Pad has embossed rubber 
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cover vuleanized to each side of a resili- 
ent fiber center. It will not mat down 
or lose its resiliency. Designed to re- 


' 


duce electric typewriter clatter and pre- 
vent machine skidding. Retails at about 
$1.50, individually boxed. 


SIGNALS 
AND MAPTACKS 


are in Greater Demand than ever 


CELLUGRAF 
NU-VISE 


NU-VIZ 
MAPTACKS 


MILITARY SERVICES 
DEFENSE INDUSTRIES 

CIVIL PROTECTION 
FIRE, POLICE, HEALTH DEPARTMENTS 


George B. Graff Co., Cambridge 40, Mass. 
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for use in 





ELIMINATES 


57% 


OF YOUR 
RECORD POSTING! 





spheres. 


re see eth 


bx ° 


pide Liesl Gesiesetete eee ee 


EXTRAORDINARY SAVING 
ON SALES, INVENTORY, 
PRODUCTION CONTROL, 
COST OR PAYROLL 
ANALYSIS. 





*e% 
 228e toe 





(rT VTE RT THE * 
e 


RTT 
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PateMatehate® 








a dieatetas 
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Sorts without machines! Anyone, 
seated at desk, in office or plant, can 
sort and segregate punched cards the 
E-Z Sort Way. A simple hand rod 
does it. System can readily be de- 
signed to fit your special needs. Our 
nearest office will gladly demonstrate. 
No obligation. Write us for the ad- 


dress—today. 


E-Z SORT 


Systems, Ltd. 


45 SECOND STREET 
Dept. 93 
SAN FRANCISCO 5, CALIFORNIA 


A few valuable territories open 
fo qualified Systems Engineers. 








TYPE CLEANING MADE EASIER 


with the amazing ¢ 


Wig, 


on ¢ QQvS 
Y) 3 xt 
es sv¥S att i CLEANS 


Typists and business 
ct © Typewriters 


machine operotors want 
*Norta Plastic Type Cleaner 
—it's easy to use—no mess 
— no liquids to spill 


eh 


* Marking Devices. etc. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 
—1165 Broadway, New York |, N. Y.— 


| channels of communication 





WANTED TO BUY 
ADDRESSOGRAPHS 


GRAPHOTYPES « SPEEDAUMATS 
FRAMES e TRAYS ¢ CABINETS 
Send Model and Serial Numbers to: 
ADDRESSING MACHINE CO. OF CALIF. 


618 Mission St., San Francisco 5 
Attention: Norman L. Cotton 


| tions 


| a marked 
| papers passing over desks and accumu- 














THE ALL NEW 


PLATEN > 


100% GR-S RUBBER <Q 

SEND FOR OUR PRICE LIST 

Serving The Trade Since 1925 
TYPEWRITER EQUIPMENT CO., INC. 

409 LaFayette St. N. Y. C. 3, N.Y. 











DEALERS FREE for the asking! | 


Your Copy of the NEW 
G. S. PEARSON & CO. 
Wholesale Stationers Catalog 


Our policy of quantity discounts on all small 
orders will increase your profits. 


Write Today 


G. S. PEARSON & CO. Dept. O 
709 S. Dearborn St. Chicago §, Ill. 











Improve Channels 


ontinued from pege 71) 


tions, rewriting and re-issuing at inter- 
mediate levels. 

The first step in streamlining the 
is to make 
certain that there are clear-cut respon- 


| sibilities and delegations of authority. 
| The second step is to insure that re- 


sponsibilities and authorities are ¢om- 
mon knowledge throughout the organiza- 
tion. The third step is to provide the 
means for each office to have a com- 
plete set of those official communica- 
which apply to its operations. 
Each point in the channel should not 
expect to receive one or more copies of 
each official communication issued. Each 
point should, however, be informed of 
what has been issued on given subjects 
and where complete information is 
available. To be successful in making 
reduction in the volume of 


lating in files, you must change the eon- 
cept, “I must collect a copy in case I 
may need it,” to, “I know where I ean 
get it when I need it.” 

In establishing direct channels of 
communication a thorough examination 





“When your noisy crowd goes down for 
coffee, I come up here and relax.” 
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~ DEMAND THE — IN QUALITY 


PROMPT 
DELIVERY . 


OUTSTRETCH ... OUTLAST . -OUTSELL.. . ALL OTHERS 
Conforms to Federal Speciicalions 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 


THE EASY way 
Kom >) 3-31 'X0) f 
OLD PAPERS _ 


The new “Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET SALEM, OHIO 
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An internationally famous, 
custom built, competitively 
priced duplicator without peer! 


The finest product of one of 
the world’s oldest and largest 
manufacturers of duplicating 
equipment. . . a product 
serving business on five con- 
tinents for over fifty years. 


Prompt delivery of machines, 
parts and supplies from 
New York headquarters. 


Factory trained representatives 
to assist you with sales and 
service problems. 


Pp 9 which 
can reproduce a letter, illus- 
tration, even a photograph. 





Years ahead duplicating 
features as: 


@ 25 second color change 

@ New, self-inking drum 

@ Roneo-tronic stencil 
cutting service 


Write for your | 


copy of Roneo’s 


amazing folder— | 


‘‘Mimeographing 
without Stencil 
Cutting’ 


ADDO MACHINE CO., INC., 
145 West 57th St.. New York 19, N. Y. 
Circle 5-6940 
cole Sale leleee, Ge Velo ilale Mt Ulelaslial +) 


‘Aimeo Machines Wittem @ellatiiclicla 


should be made of present operations. 
Long overdue improvements can be in- 
stalled when authorities and responsibil- 
ities are clarified. For example, consider 
the plant manager who may have a 
daily payroll of $6,000. He is also im- 
mediately responsible for raw materials 
of sizable value. Headquarters has im- 
plicit faith in his managerial ability 
but has restricted his initiative. Too 
often he is prohibited from hiring even 
one single employee to assist him im- 
prove and simplify the costly opera- 
tions for which he is responsible. A 
plant manager should have the author- 
| ity to improve his operations (thus sav- 
|ing money for the organization), rather 
| than be limited to spending money. 
Employees who write policies and 
| procedures should know definitely for 
| whom they are writing. Each paper in 
the downward channel should be ex- 
| plicitly directed to specific points where 
|contents are to be applied. The dis- 
‘tribution system should be built upon 
| reeurring distribution patterns. 
Employees (or offices) requiring re- 
|ports should state precisely which 
| points are to prepare the reports and 
ithe exact place in the organization to 
which completed reports are to be sent. 
To gain the advantages of direct flow, 
}an organization must combat the short- 
comings of those who initiate the re- 
/quirements for official papers. A well 


‘Are Your Guide Tabs 
“BROKEN? stent 


| 





7 
4 
‘ 


BfBenton Coal Coll 


“REMOVABLE” 

| Unbreakable spring Jaws 

| clamp them firmly to cards but 

| permit removal or rearrangement. 

Large openings covered by trans 

parent pyroxylin, white, blue, green, yellow, pink, or red 
| Insertable labels in perforated strips for typing 

2 Sizes, 1” wide and 2”. Tops straight or bent back. 
Ideal for Catalog use. File Folders—Bookkeepers. Sold 
by Leading stationers in U.S.A. & Foreign Lands. 

| Our customer’s file reads like the ‘‘Who’s Who” of 


| American Industry—Commerce & Finance. 


CHAS. C. SMITH, INC. 
Box 747, Exeter, Nebraska 
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directed educational program will over- 
come prevalent practices which have in- 
creased the flow of papers. Watch for 
these fellows who need assistance or 
curbing : 

Friendly Frank has the helpful at 
titude that “this might be nice for Joe,” 
so Frank’s acquaintances get many pa- 
pers which do not apply to their opera- 
tions. Get Frank to send his policies and 
procedures and copies ot his reports 
only to those who actually need them, 

Egotistical Egbert has the opinion 
that “I wrote it, everyone should have 
it.” Egbert will insist his papers be 
given the widest possible distribution. 
Convince Egbert that his papers are so 
important that they should be given a 
selected distribution. 

General Gene has good general ideas 
and doesn’t write for specific applica- 
tion. Gene’s papers are subject to vary- 
ing interpretations and contain alterna- 
tive methods. Have Gene select his ad- 
dressees and determine one recommended 
method before he starts writing. 

Hazy Henry has never been away 
from headquarters and “has poor con- 
cept of field organization and opera- 
tions.” Henry requests that his papers 
be distributed to offices which cannot 
possibly use them. Orient Henry as to 
points in the organization where author- 
ities and responsibilities are assigned 
and executed. 

Careless Carl doesn’t expend the time 
and effort to “define appropriate dis- 
tribution for his papers.” Takes the 


“SLIP-ON”’ LABEL HOLDER 


WAKES EVERY RNG 
A LABEL WOWDER. BINDER 








SO-! For |'' Ring Books, 25c ea. 
$O-2 For 2'' Ring Books, 35c ea 
S$O-1I'/2 For 1'/2'' Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


) 


.& 
os 


3 Die 
TAM 


Mle, 


CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 
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Time-Saving Utility 


ZOOMS TO NEW 
POPULARITY HIGH! 


Here's the most convenient, most eco- 
nomical eraser in deeades! Cyiindrical 
stick eraser encased in attractive trans- 
parent plastic holder, is usable down 


HANDY, POCKET-CLIP STYLE 
FOR CENERAL USE 


Red rubber for erasing 
pencil writing and car- 
bon copies. Gray rubber 
for erasing ink writing 
and typewriting. Refills. 


WELDON ROBERTS 
RUBBER CO. 


365 Sixth Ave., 
Newark 7, New Jersey 


World’s Foremost 
Eraser Specialists 


a 


) 


to the last fraction of an inch! Holder 
cap unserews so eraser can be moved 
outward, Won't roll off desks. 


BRUSH-WHISK STYLE FOR TYPISTS 
(not illustrated) 


ORDER A 
TRIAL DOZEN 
TODAY FROM 

YOUR 

DEALER! 


rrect Mistakes in Any Langu 


PEE 





a hs 


UN DRIES CO. LTD. 


WURIDUE BIREET: LONDON. £.0.4. CABLES. TYPESUNORI.LONDON. 
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path of least resistance and over-dis- 
tributes in order not to miss anyone, 
Show Carl that use of coded distribution 
lists are the surest and easiest means ot 
transmitting his material. 

Practices which increase the flow of 
paper are not confined to headquarters. 
You must correct attitudes and actions 
at all points in the organization as a 
part of a concentrated drive towards ob- 
taining effective, workable channels of 
communication, You should convert the 
following boys in your’ educational 
pre ICESS = 

Nosey Ned wants to know all about 
the other fellow’s operations. Studies 
procedures of other points and too often 
lets his own slide. Full of 
about what happened to Joe. Directs at 
tention away from his own shorteom- 
ings. Continuously requests special 
copies. 

Packrat Peter accumulates paper and 
gets on all mailing lists. Never 
around to reading all material he re- 
ceives but stacks it up. His files are 
never current with the result that ap- 


gets 


plicable papers do not get immediate | 


attention. One of the first to eomplain 
about the volume of paperwork. 
Worried Willie is afraid that some- 
thing may be issued for which he might 
be held accountable. Requests and per- 
uses innumerable courtesy copies and 
material from special mailings. Tries to 
keep abreast of developments on all sub- 
jects related to his work. Actually reads 
too much; headed for bifocals and ulcers. 
Helpful Harry spreads the word 
about the latest; often before it is is- 
sued. Harry is usually full of misin- 
formation. Routes reams of paper to 
his staff and co-workers (he seldom 
reads it). A voluntary distributor of 


paper who keeps the messengers busy. | 
Ralph Repeater rewrites all papers | 


coming his way. Has them reproduced 
over his signature and sends them to 
all lateral and subordinate offices, which 
undoubtedly received the original ver- 
sion. He generates a volume of dupli- 
cate paper. 
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soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS INUSE Fos fe ter res, order, 


checks, letters, 
(6s) business forms or — docu- 
a ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulars. 
Representatives everywhere. 


Associated Industrial Designers 


P.O. Box 12652, Los Angeles 39, California 
Plant: 1248 East Sixth Street 


The Sorter 
Veuve Alwoy: Wonted 








anecdotes | 


OFFSET NEGATIVE SERVICE 


ONE HOUR SERVICE! 


(New York City Area) 


Al Stripping and Masking 


Light construction with plastic 





boxes, metal 


pressure bags & timers. 
@ Alum-A-Lith presensitized plates. 
@ Complete offset supplies, 


MEL 


WRITE-PHONE 


OFFSET SUPPLY COMPANY 
112 W. 42 St., N.Y.C. 18 CH 4-5849 

















All py and 

Models, 

write for our 

prices—today. 

/ “America’s largest 

Rebuilders, of Calcu- 

lators,’’ This month's 

special LA5-160, 

LA 5-200, 100% Re- 
built. 


ISRAEL MEIZNER 
Mercury Business Machines Co., Inc 


900 Broadway (Corner 20th St.) New York 3 
GRamercy 7-0055 


3 PHON PROBLEMS 


SOLVED — 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 


MR.CALCULATOR 
9 





New York 16 











f the Office 





AMA Reelects Officers 

K. B. Willett, 
vice presidant, 
Hardware Mutuals, 
Stevens Point, Wis., 
was reelected vice 
president in charge 
Office Man- 
agement Div. of 
American “Manage- 
ment Assn. E. H. 
Conarroe, 


- 
% ae Py 


os of the 


manager, 

Policyholders  Ser- 
vice Bureau, Metropolitan Life Insurance 
Co., was reelected to the 
AMA for the 1953-56 term. 
The annual office management confer- 
ence will be held at the Hotel Astor, 
New York, Oct. 12-14. 


K. B. Willett 


board of di- 
rectors of 


SPAA Annual Meeting 


Systems & Procedures Assn. of Amer- 


ica will conduct nine technical sessions 
at its 6th annual meeting in the Shera- 
ton Hotel, Chicago, Oct. 19-21. Non- 
members who wish to attend should 
write C. H. Koebel, Lumbermen’s Mu- 
tual Casualty Co., Chicago 40. 


NOMA Buffalo Conference 


Service will be the theme of the sixth 
annual Area 5 Conference of National 
Office Management Assn. at the Hotel 
Statler, Buffalo, Oct. 17. Registration 
data from William G. Heberly, Reming- 
ton Rand Ine., 465 Washington St., 


suffalo 3, N. Y. 


NTMS Officers 

National Tabulating Management So- 
ciety elected the following officers: Wil- 
liam H. Short, Jr., Burroughs Corp., Phila- 
delphia, president; Harry E. Gottschall, 


182 


Glenn L. Martin Co., Baltimore, executive 
vice president; Howard Brockway, Dar- 
ling Valve & Mfg. Co., Williamsport, Pa., 
secretary; Weston Heritage, C. Schmidt 
& Sons, Philadelphia, treasurer. 


AMA Personnel Conference 

Seven topics of immediate concern to 
personnel executives, as indicated by a 
survey of more than 3,000 personnel ad- 
ministrators in all parts of the U. 8, 
will be discussed at the American Man- 
agement Assn. national personnel con- 
ference in New York. Approximately 
900 executives are expected to attend 
the meeting, scheduled for Sept. 28-30 
at the Hotel Statler. 


N. Y. Secretary Survey 

Underwood Corp. asked members of 
the N. Y. Chapter of National Secre- 
taries Assn. what they liked most about 
their jobs and what annoyed them most. 
Replies indicate that the challenge of 
diversified work and of responsibility is 
important to 45% of the secre- 
taries. The boss himself is the reason 
why 32% of the girls like their jobs. 
Third in importance is the opportunity to 
meet people mentioned by 17%. The 
balance of the questionnaires cite op- 
portunity to learn, freedom, long vaca- 
tion, pleasant surroundings and good 
hours as major advantages. On the 
debit side, 13% had no fault at all to 
find with their jobs. The major com- 
plaint (23%) concerned routine clerical 
work. Lack of prestige and responsi- 
bility was annoying to 13%. Nine per 
cent are unhappy about too much work 

‘including pressure, overtime and six- 
day week. But next in order of im- 
portance was not enough work—the re- 
sponse of 7%. 


most 
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To make your work look better... 
Make You look better... Always use 


NGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself-—ask 
your office manager to buy Longhorn 


Carbon and Ribbons for your officel 


Have You Sent for 


Your Copy of 
WHAT'S YOUR BRAND? fe 
coupe ‘ns: . Wh c by 


— illustrated little 

t givi | 

facts about famous AMERICAN CARBON 
Southwestern cattle 

brands. We'd be pleasod 


to mail you a copy at PAPER MFG. co. 


your reavest. 





700 JAMAIC vE. BROOKLYN 8, N. Y. 
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Heads Archives Center 


The board of directors of Business 
Archives Center, Inc., New York, an- 
nounced the election of Emmett J. Leahy 
as president and chairman of the board. 
He will direct the company’s consulting 
service to many leading firms, as well as 
its record storage centers in New York 
and New Jersey. Until recently he was 
president of National Records Manage- 
ment Council, of which he is co-founder. 
E. C. Devereux is executive vice presi- 
dent and Matson Holbrook is vice presi- 
dent. 


Tabulating Machine Help 

The U. S. Civil 
announced an examination for tabulating 
machine and equipment operators and 
supervisors for jobs in Washington, D.C., 
and vicinity at salaries from $2,750 to 
$4,205 a year. Full information and 
application forms may be secured at inost 
post offices or from the U. 8S. Civil Serv- 


Service Commission 


ice Commission, Washington 25, D.C. Ap- 
plications will be accepted until further 
notice. 


NABAC Staff Appointments 


Darrell R. Cochard, executive secre- 
tary, National Assn. of Bank Auditors 
& Controllers, announced the _ follow- 
ing appointments: Frank G. MeCabe, 
who joined the staff in 1952, was ap- 
pointed associate editor of the ‘‘ Audit 
gram.’’ Sam F. Di Cara, who has been 
with NABAC since 1952, was appointed 
assistant secretary in charge of public- 
ity, promotion, public relations, and chap- 
ter liaison work. 


Personnel Managers 


Ratios representing the number of per- 
sons employed in personnel work per 
hundred employees have risen from their 
1952 lows, according to a survey by Dale 
Yoder and Lenore P. N. Wilson of the 
University of Minnesota Industrial Re 
lations Center and reported in the July 


August issue of ‘* Personnel,’’ published 


THe Orrice—September, 1953 


by American Management Assn. Last 
January the arithmetic average of all 
ratios covered in the study was 0.74 and 
the median was 0.80. Ratios averaged 
0.81 in 1948, 0.78 in 1949, 0.87 in 1950, 
0.75 in 1951, 0.61 in 1952. Average sal- 
aries of top staff members in personnel 
and industrial relations increased dur- 
ing 1952 by about 4%, not including 
bonuses and other compensation. 


To Direct Records Council 
Appointment of Robert A. Shiff as 


executive vice president was announced 
by the board of directors of National 
Records Management Council, a 
profit, professional research and consult- 
ing service. Mr. Shiff has served as an 
officer and member of the council’s board 
of directors since 1948. During the past 
ten years he has directed the installa- 
tion of paperwork reduction and control 
programs in leading companies through- 
out the U. S. and in loeal, state, and 
federal government. ‘‘Mr. Shiff will di 
rect the operations of the council,’’ Dr. 
Arthur H. Cole, chairman of the board 
explained, ‘‘and will administer its 
greatly expanded activities. The 
cil has been reorganized to strengthen 
and extend its functions as an objective 


research and professional consulting ser 
” 


non 


coun- 


vice. 


National Conference 
& Exhibit Calendar 


National Business Forms Associates, 
Kdgewater Beach Hotel, Chicago, Sept. 
2-6. 

American Bankers Assn., 
D. C., Sept. 20-23. 

Life Office Management Assn., 
land Plaza Hotel, Cincinnati, 
21-23. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-Oct. 1. 

Controllers Institute of America, Statler 
Hotel, Boston, Sept. 27-30. 


Washington, 


Nether- 
Sept. 


(Continued on next page) 





Foot Comfort Mats and Runners are 
constructed of marbleized rubber tile 
bonded to a resilient sponge base. They 
relieve fatigue caused by standing on 
hard floors. Use them behind counters, 
in front of machines and in corridors 
to increase employee efficiency. Beveled 
edges. Eight color combinations. 

Write DEPT. C-? FLOORING DIVISION 

for samples and illustrated brochure. 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, OHIO, U.S. A. 





(Continued from preceding page) 
Personnel Div., American Management 
Assn., Statler Hotel, New York, Sept. 
28-30. 


| Office Management Div., American Man- 


agement Assn., Astor Hotel, New York, 
Oct. 12-14. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14 
16. 

Systems & Procedures Assn., of America, 
Sheraton Hotel, Chicago, Oct. 19-21. 
American Institute of Accountants, 
Palmer House, Chicago, Oct. 19-22. 
National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New York, 

Oct. 19-22. 

National Business Show, Grand Central 
Palace, New York, Oct. 19-24. 

Industrial Management Society Time & 
Motion Clinic, Sheraton Hotel, Chi- 
cago, Nov. 4-6. 

National Institute of Governmental Pur- 
chasing, Netherland Plaza Hotel, Cin- 
cinnati, Nov. 8-11. 


Progress Reports 


(Continued from page 95) 


reproduction and show only the main 
points of the tests represented by the 
eurve. If you include cutaway draw- 
ines, symbolical chapter headings, 
drawings of test setups and other line 
or wash drawings of the end product of 
your program, your reports group will 
require the services of a technical illus- 
trator. This employee can also give his 
attention to the layout of the report and 
its covers. 

If vour budget does not permit em- 
plovment of a technical artist, and they 
come high these days, then make defi- 
nite arrangements for the reports group 
to have a drafting room priority for 
lettering jobs, tracing work and special 
drawings. Failure to do this will cause 
the group to compete with all other 
engineering groups for drafting time. 
Since the chief draftsman naturally eon- 
siders work for the project itself of 
first importance, the reports work will 
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C-THRU 


the Quality Line of rc | 
STURDY, TRANSPARENT ™ 
PLASTIC y 


T-SQUARES 

PROTRACTORS and 

OTHER RULING, 

DRAWING and 

COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn., U. S. A. 








Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your raphotypes can be relo-~ 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 








REBUILT 
MACHINES 
Fully 
Guaranteed 
* 
ROUGH 
MACHINES 
Carefully 

Selected Our Rebuilt Sundstrand 


ADDERS Weoffer fair prices, 


CALCULATORS guaranteed rebuild- 

: Ing, prompt §serv- 

TYPEWRITERS : ice to users and 

BOOKKEEPING: — ~ world 

MACHINES over. As or our 

quotation on = any 

ADDRESSING make or model 
EQUIPMENT office machine. 


INTERNATIONAL OFFICE APPLIANCES, Inc. 
326 Broadway, New York 7, N. Y.,.HAnover 2-6700 
Cable ‘‘ADDBOOKAL”’ 


MASKING and 
SET UP TIME 


SLASH 


-\ BASE LINE 
MASKING 


SHEET! 


Try 5 Sample 
Sheets FREE! 


For MULTILITHS 
'\ No. 1200, 1300, 50 
=2\ DAVIDSON No. 221 


So 
See SE 


NOW mask negatives 

in two minutes, pre-setting the 

plate image within %” of correct position! It’s 

easy with the precision-ruled Base Line MAsk- 

ING SHEET! Slashes press set-up time, boosts 

output, cuts costs! Hundreds of users, coast to 

coast. WRITE for free samples, mentioning 
make and model press! 


te 


a 


LITHO ENGINEERING & RESEARCH 











3237 Eastlake Ave. Seattle 2, Wash. 
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EVERYONE 
NEEDS A 
TOPFLIGHT 


No other adding machine so completely suits 
the needs of your customer, the local business 
man. TOPfight offers you a balanced line of 
models—both hand and electric—some with 
direct subtraction—in a wide range of listing 
and totaling capacities. Every local business 
is a prospect —Service Stations, Barber and 
Beauty Shops, Auto Repair Shops, Laundries 
and Dry Cleaners —to mention only a few. 
Write today for complete information. 





ome 





suffer, delaying the issuance of reports. 

When the final draft of the report is 
approved by all concerned, the produc- 
tion section of the reports group takes 
over. It is assumed that the copy 
handed to the production man has been 
carefully proofread for grammar, punc- 
tuation and paragraphing. Depending 


on the method of reproduction you have 
chosen, the production section will see 
that the draft is typed on offset masters 
or prepared for submission to the print- 
er. Copy for the printer should be 
double-spaced and in nearly as final a 
shape as is possible. 


Headlines, covers 
and chapter headings may be prepared 
by your artist or set in one of the handy 
paper-type systems. Many type faces 
and sizes are available and proper use 
of them will produce creditable display 
heads and titles without the necessity of 
tvpsetting. 

The production section generally will 
select and lay out the photographs to 
be used and make arrangements with 
artist or drafting room for other illus- 
trations long in advance of the time 
when the text copy reaches their desks. 
Some reports groups that produce their 
progress reports entirely on offset du- 
plicators use a pre-printed master for 
title pages, certain chapter headings and 
other components of the report that 
do not change from issue to issue. These 
same groups also lay out their illustra- 
tions long in advance of the issue date 
of a report. When the text for the re- 
port is ready, pages bearing illustra- 
tions are already at hand and need only 
be imprinted with the text. 

It is important that your production 
man give clear and concise written in- 
structions to the offset operator or 
printer when submitting copy and illus- 
trations. Often the staff of company 
print shops or the girls running the off- 
set or other duplicating machines are 
used to very routine work and are not 
at all equipped to handle unusual print- 
ing jobs. The more explicit the diree- 
tions, the better the results are likely 


DEALER SALES DIVISION | 


315 Fourth Avenue, New York 10, N. Y. | to be. Printers should be asked for a 


silver print or blue print if your work 
THe Orrice 
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hee My boss cut filing costs 20% — 
and freed me from filing slavery— < 


with MAGNE~DEX 


v3 "If you ask me, it ATOMC/ 


——<T EK \ 
spectacular Wew MAcne-DE | 


: will | 
e filing system | 
others obsolete | 
‘ ort 
. eral Electric reith | 
Zenith, one in clerical fim 
savings pate magnetic file. sioneet \ 


A reve" re 4 


e 


JUST AS THE TYPEWRITER 

replaced letters in longhand, so Magne-Dex 

will be the visible filing system of the future 

So simple, so logical, so downright sav ing i it that 

every office which depends on an efficient file will have Magne-Dex 

somne day. Because Magne-Dex Visible breaks the filing bottleneck that 
may be costing you money every day 

4-page booklet today 


DON'T MISS MAGNE-DEX VISIBLE! Visit Booths C1-A and 111 at 


the N.S.0.E.A. SHOW, Hilton Hotel, Chicago, Sept. 26-30. Also see 
Magne-Dex visible bookkeeping trays. 


BH BUSINESS EFFICIENCY AIDS 


8114 N. Lawndale Avenue, Skokie, Ii! 


right now! Write for FREE 


UIREMENTS 
ERED FOR THE REQ 
ENS OUSINESS MACHINE SERVICE 


i ance of long, trouble- 

ectric Motor is your assur —_ 

ren went in business ener ee biden 

i ially engineere acer 

ae aan exact mechanical peaaetl cap ty 

crn ot ah (2) it is built of quality ts . 
hichest manufacturing standards (3) it 7 P 
seas of experience in the small motor lela. 


i Ohio 
The Lamb Electric Company * _— 
In Canada: Lamb neti ee 
Sangamo Company Ltd. — Leaside, . 


Elecliic 
SPECIAL APPLICATION MOTOR 
FRACTIONAL HORSEPOWER S 
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CONFIDENTIAL 














! 
Tubes are indexed 
for quick location 


Easiest way to file and find maps, blue prints, 
tracings. Metal cabinet file with locking 
doors. 112 tilting tubes handle 60” prints. 
Write today for illustrated folder. 


PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 


The PARALINER is a new device for rul- 


ing forms. It has a micrometer-like setting | 
knob by which the distance between lines | 


is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulors 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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DDING 
MACHINE 


for, $42 


r—> AN i A 


The RELIABLE Addometer 
adds, subtracts, multiplies—does 
BIG work at LOW COST! 


Here’s a bantam-weight, portable adding 
machine that handles figure work 
speedily and efficiently as many big, ex- 
pensive machines. Ideal for business rec- 
ord keeping, inventory work, payroll fig- 
uring, billing, checking receipts, ete. 
OUTSTANDING ADVANTAGES 

Adds, subtracts, multiplies by direct ac- 
tion @¢ Easy, speedy operation; instant 
dial clearance e 8-column capacity ; totals 
always visible e Guaranteed satisfaction 
or money back. 


as 


See your office appliance dealer, 
stctioner, or write— 
Reliable Typewriter & Adding Machine Co. 
301 W. Monroe Street ¢ Chicago 6, Illinois 











STENCIL BOOK FILE 





| The Smart Way to 
FILE STENCILS 


|Available in 50 and 100 page capacity. 
| Contains index, numbered pages and pro- 
| duction record sheets. Special oil-treated 
|pages keep stencils moist and flat for 
| future use. Prices Reduced 
50-page capacity 3 
100-page capacity 
TECHNYGRAPH CO., Techny, Ill, 
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is to be printed by the offset process; 
or proots, if you are using letterpress. 


Where offset duplicating is used, your 


proof is your master sheet and all cor- 
rections must be made on it before the 


master is placed on the machine for 


the print run. 
When the book has been collated in 


the proper order, a method of binding 


must be used. Some reports are spiral 
hound in wire or plastic, others are 
saddle stitched (like this magazine), still 
others are gathered and glued to a fab- 
ric binding tape, and lastly some re- 
ports are merely stapled at the edge, 
after which a strip of binding tape is 
pasted in place over the edge to make 
a neat appearing report. 

Since the reports will very likely be 
classified matter, they should bear a 
report number and each copy of every 
issue should be given a eopy number. 
This will aid your technical library and 
security staff in accounting for classi- 
fied matter. 

The distribution of the report falls 
into two categories; external and _ in- 


NATIONAL 


Greetings ! 


ternal. External distribution will gen- 
erally be set by your contract. Internal 
distribution, however, is entirely up to 
you. Some firms distribute copies of 
progress reports widely, giving one to 
every person actually concerned with 
the project. Others limit distribution 
to top executives and place copies 1n 
their technical library for loan purposes. 
Take your choice. 

Every effort of your reports group 
should be aimed at the issuance of each 
report, at the earliest date possible fol- 
lowing the closing of a report period. 
Nothing is quite so dead as a report six 
months or a year old. Hot projects are 
generally visited often by the govern- 
ment and defense officials who are thus 
kept fairly well up-to-date on the prog- 
ress of the project. Late reports sent 
to these individuals will not be read and 
become more dead records for the file. 
Nevertheless, circumstances will often 
prevent the prompt issuance of a re- 
port. In such cases the best that can be 
done is strive for better performance on 
the next issue of the report. 


BUSINESS FORMS ASSOCIATES 
CHICAGO CONVENTION: SEPT. 2-6, 1953 


A Bit About Ourselves. 


Our organization has for many years and with signal success devoted itself to the needs 
and requirements of the independent forms distributors throughout the country. While 
we do produce conventional and custom types of forms economically in the more modest 
quantities, our strong point is to be found in the field of intricate or complicated setups. 
Our reputation for versatility of operation and close attention tc special problems is 


well recognized within the industry. 


We invite your inquiries and assure you of— 


© quick comprehension and attention to your separate problems. 

© immediate response to your inquiries and correspondence. 

© attractive deliveries and rigid adherence to delivery commitments. 
e 

e 


fair and intelligent pricing habits. 
excellently finished products. 


proofs and dummies handled with dispatch. 


A few of the items we manufacture— 
Snapouts . . 
Pullouts . 
Spot carbon forms 
Floating Carbon forms 


. Accounting and bookkeeping machine forms . 

. » Hectograph Mesters: single or combined in sets . 
Payroll and Voucher Checks 

. +. Ozalid, Bruning and similar . . 


. . Pegboard forms. 
. . Shingled Forms. 
Statements. 


. Pen ruled items. 


CARTERET PRINTING COMPANY, 480 Canal St., N. Y. 13, N. Y. 
WOrth 6-1454 


“A complete manufacturing service under one root” 
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Industry 





Rapid Roller Officers 
Three new officers 
lave been appointed 
Rapid Roller 
Lawrence’ 8. 
Rapport has been 
ecleeted executive 
president, 
kmanuel Gurin is 
president in 
charge of produc- 
tion and develop- 
ment, and Dewey D. 
Kallison is sales 
Mr. Rap- 
with Rapid 
Roller since 1938, except when he was a 
From 1946 
the 


\ ice 


vice 


Lawrence S. Rapport 
nanager, 

port has been associated 

member of the armed forces. 


he was general superintendent of 


Company’s Plant No. 2. 


Business Week in N., Y. 


The major role of business in the his- 


toric progress of New York City will 
be recognized by official proclamation of 


October 18-24 as Business Week during 


the city’s celebration of its 300th an- 
The proclamation is aimed 
with the National Business 
which will be the focal point of 


and 


niversary. 
to coincide 
Show 
au week long series of 


events cere- 


192 


monies honoring business for its great 
contribution to the city’s and the na 
Plans for 


nearing 


tion’s growth and prosperity. 
this 
completion. Information can be had from 
the National West 
42 St., New 


observances” of week are 


Business Show, 33 


York 36. 


Head Old Town Sales 


Edmund T. Waters has been appointed 
vice president for Old Town 
Corp. it was announced by James H. Me 
Graw Jr., president. Mr. Waters’ ap- 


sales of 


Edmund T. Waters George A. Donaldson 


the 


sales set- 


first step in 
Town’s 


pointment marks the 
reorganization in Old 
up, Mr. MeGraw said. He 
George S. Donaldson as 
manager. Mr. Donaldson will funetion 
as Mr. Water’s first assistant. Mr. 
Waters organized Waters & Waters Mfg. 
Co., St. Louis, in 1914. He was _ presi- 
dent until 1930, when the company was 
sold to Underwood Corp., and Mr. Waters 


also named 


national sales 


became general manager of their Waters 
and Waters Division. In 1948 he went to 
the Underwood factory at Burlington, 
N. J., as national manager. In 
1952 he made general manager in 
charge of sales and manufacturing. Mr. 
has been associated with Mr. 


sales 
was 


Donaldson 
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That's why it’s first choice 
for safety, strength—for efficiency, economy 


If you’re looking for a 
stand to safely hold and 
protect your costly office 
machines, buy Tiffany. 
You’ll find Tiffany stands 
every test...it’s the one 
stand that is precision- 
built to provide a safe 
foundation for practi- 
cally every type and 
kind of portable office 
machine. 
A Tiffany Stand, with its 
many safe, silent, strong 
features, lasts longer... 
/ actually costs less per 
year of service. 








J iffa ne | "S.Biller” 


F73SO FORSTER 


ST. LOUIS 5, MO.# on At Better Stores... 
Write for Literature 
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Your TOP 
STENCIL 


REGULAR PLIO FILM CHURCH 


SCHOOL ADDRESS-0- MUSIC STAFF 
BULLETIN BULLETIN LABEL 


OIE-IMPRESSED 


For the best in quality stencils it’s Speed-O-Print’s Sovereign Brand. The uniformity 
maintained eliminates distortion of type characters and stylus work. Takes corrections quick 
and easy. The durability of Sovereign stencils assures thousands of clear, sharp copies. All 
cre accurately top-printed and sealed in moisture and oil-proof wrapper for protection. The 
non-glare, dull velvet coating provides excellent visibility and prevents eye strain. 


The various top-printings end oll guess work as to proper margins and positioning 
whether it’s a regular form... double page . . . 2 or 3 column bulletin . . . address-o-label 
. or music sheet. 


Sovereign Stencils are available in sizes and styles to fit all makes of duplicators, 
When you buy SOVEREIGN . . . You sell the BEST. 


SOVEREIGN GRADE A BLACK INK 


Sovereign ink flows freely . . . giving moximum number of faultless copies 
of consistently shorp, clean cut impressions. Reproduces a beautiful rich 
black that will not fade or deteriorate. Available in one or one-half pound 
cans. 


SOVEREIGN FAST DRYING INK 


A non-smudge, quick setting, fast drying 
ink thot reproduces sharp, legible copies. 
Especially good for quick handling of two- 
. sided duplicating. Available in one pound 
N ’ ’ ms cans only. 
SPEED/O- PRINT 
/ fs ALL SPEED-O-PRINT INKS HAVE AN OL 
, 7 BASE AND ARE FOR USE WITH OPEN OR 
7 Ctpe tatic Wl CLOSED CYLINDER. WILL NOT DAMAGE y 


eo STENCIL OR CYLINDER 


1801 WwW LARCHMONT AVENUE 


> 4 Write FOR OUR 
CHICAGO 13, ILLINOIS a F DEALERS CATALOG 
ss 


SPEED-O-PRINT (CANADA) LTD. » 3555 HOCHELAGA ST. * MONTREAL 
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Waters in the marketing field since 1920, 
In 1948 he became sales manager of the 
supply division for Underwood Corp. 


Heads Cormac Sales 


le Pas 


George Metzler, 
formerly in the 
branch management 
division of Clary 
Multiplier Corp., is 
vice-president in 
charge of sales for 
Cormae' Industries, 
Ine., New York. Mr. 
Metzler has _ been 
associated with the 
office equipment 

Before Clary, he was 
New York district dealer manager for 
Herring-Hall-Marvin Safe Co. Cormac 
Industries, Ine., manufactures and mar- 
kets photocopy equipment. 


George Metzler 


field since 1936, 


Jones Is Sales Manager 


Wallace G. Jones 
has been appointed 
sales manager of 
Office Accessories 
Corp., Encino, Calif. 
In this new capac- 
ity he plans a na- 
tional sales cam- 
paign on the Jiffy 
Mailer, Genie Letter 
Opener, Oasis 
Moistener, Mecca 
Stamp Holder and other products of Office 
Accessories Corp. For the past five 
years Mr. Jones held a similar position 
with Bert M. Morris Co. 


Wallace G. Jones 


Dealers Get Sundstrands 


Underwood Sundstrand adding ma- 
chines will be sold for the first time by 
8,500 Underwood dealers in the U. 8S. as 
part of an intensive new marketing and 
distribution program. Previously, add- 
ing machines were sold only through the 
company’s offices and exclusive agents. 
Dealers, who now carry a complete line 
of Underwood portable typewriters, will 


THe Orrice—September, 1953 


handle single register adding machines 
of 7, 8 and 10 column eapacity with di- 
rect subtraction or direct subtraction and 
credit balance in manual and portable 
electric models. This supplements, but 
does not replace company salesmen and 
sales agents in the retail adding machine 
division. 


Clary Executives 

Rollo F. Asmus- 
sen, Elmer L. Har- 
rison and Robert C. 
Geffs, Clary Multi- 
plier Corp. produc- 
tion executives, 
were appointed to 
three newly created 
nanufacturing posts 
to head the com- 
pany’s expanding 
factory operations, 
Hugh L. Clary, president 
John Clary, director of personnel, was 
made an assistant to Hugh L. Clary to 
strengthen and widen executive depart- 
ment functions, it was announced, 
James Reed, wage and salary admini- 
startor, was named new personnel di- 
rector. Mr. Asmussen became produc- 
tion manager for business machines and 
general manufacturing. 


RE 
John Clary 


announeed., 


also 


Royal Service School 


Kansas City, Mo., is the location of 
the second Service Training School to 
be opened by Royal Typewriter 
Phillip J. Ekstrand, manager, 
announced. The center will be located 
in the company’s offices at 708 Broad- 
way and will be part of the operations 
of Paul W. Jones, division sales manager. 
Service men from all the company’s cen- 
tral and Great Lakes divisions will be 
brought to Kansas City for a two-week 
training course on standard and electric 
typewriters. 


Co., 


service 


Ditto Directors 


Theodore W. Robinson Jr., chairman 
of the board of Ditto, Ine., announced 
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two members to the 
company’s board of directors: W. Nor- 
man Mitchell, partner, A. T. Kearney & 
and Dwight P. Robinson Jr., vice 
chairman, Massachusetts Investors Trust. 


election of new 


Co., 


Ozalid Field Surveys 

Formation of field 
handle special marketing problems was 
discussed at a three-day conference at 
the Johnson City, N. Y., headquarters of 
Ozalid, Div. of General Aniline & Film 
Lewis P. Naylor, general sales 
manager, that certain field repre- 
sentatives and home office personnel had 
been called together to set up a special 
testing program in the New York and 


survey teams to 


Corp. 
said 


Chicago areas. 


Seek More Imports 


John S. Coleman, president, Burroughs 
Corp., heads the Committee for a Na- 
tional Trade Policy which was formed 
by leading executives to campaign for 
more liberal trade policies. 


OFFIce WANAGERS: KING ARTHU 


Here's Your 
pest Table 


N. Y. & Fla. Forms Printers 


Wm. J. Theise, Graphie 
Business Systems, Inc., New York, has 
been elected vice president of M. G. 
Lewis Printing Co., Jacksonville, Fla., 
one of the largest producers of rotary 
manufactured forms in the south 
and in process of installing additional 
equipment which will considerably in- 
crease its capacity. The two companies 
have been closely associated for a num- 
ber of years and it is felt the closer re 
lationship will result in even better ser- 
vice than heretofore afforded customers 
of Graphic Business Systems, 


president, 


press 


Swan Promoted 

Appointed of Donald C. Swan as mana- 
ger of agency dealer sales of the whole- 
sale division of Yawman & Erbe Mfg. 
Co. was announced by Charles W. Schrei- 
ber, vice president in charge of sales, 
Mr. Swan will act as direct assistant to 
Harvey P. Rockwell, vice president in 


charge of wholesale. 


SIZEs; 
Model 2 
30" x sae 
Model 2 
36" x 36" 

Model 202 


Malti- 
Purpose 


Need extra table surface in a 30" x age 
hurry. The answer is the sensa- Model 203 
tional King Arthur Tables. Sets 30" x 607 
up in a@ moment ready for Model 204 
use... and when you're 30" x 72" 
COMPACT through with it just fold the legs for compact storing. 3080! 205 
STORAGE Rigid, rust-proof folding leg assemblies eliminate pipe 
legs, saw horses, trestles .. . supports up to 3000 pounds ALso 
e . +. Stays in position with double action lock. The five-ply ROUND 
SMOOTH TOP plywood top is moisture-resistant and warp-proof .. . IN 36", 48", 
° also available in Formica. Edges protected by aluminum 54", 60", 
RUGGED moulding. No comparable table can match its low price. is and 72" 
CONSTRUCTION Write For Complete information and Nearest Dealer's Name. Dealer inquiries Invited. IAMETERS. 


~ INSTITUTIONAL SALES wwurtivnes age 


ROUND 
LOW. 96" x 4g”, 
PRICED 3231 N. Lee Street @ Philadelphia 34, Pa. @ GArfield 6-5815 


Buy ++: 


* FOLDS FOR 
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NOMDA Executive Committee 
Five of National Office Machine Deal- 


ers Association’s most ardent supporters | 


and hardest workers have been selected 
to serve on the executive committee for 
1953-54. Nominated by John Romano, 
president, and approved by the board 
of directors were C. Elmer Anderson, 
Pasadena; Wm. A. A. Johnston, Knox- 
ville; Ed MeHale, Cincinnati; Harold 
Steinke, Upper Darby, Pa.; and John 
Stifter, Detroit. These five will serve 
with the elected officers. 


Royal Managers 


Three managerial appointments were 
made within Royal Typewriter’s branch 
organization by J. D. Farr, office ma- 
chine sales manager. R. H. Smith, who 
formerly headed Royal’s South Bend 
office, has been named to manage the 
Wichita branch. Sueceeding to the 
South Bend post is T. P. Kelly, former- 
ly district manager at Cedar Rapids. 

A former St. Paul typewriter salesman, 
W. A. Naeseth, has been promoted to the 
Cedar Rapids post. 


Gov. Hugh Gregg of New Hampshire takes 

delivery of a Sturgis Senior Executive Chair 

from Harold L. Bell, New England represent- 
ative for Sturgis Posture Chair Co. 
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The “‘3Berfect” Line 


LOOSE LEAF DEVICES 
LOOSE LEAF FORMS 
BLANK BOOKS + QUALITY PRINTING 


CHICAGO BINDER & FILE CO. 


720 S. DEARBORN ST., CHICAGO 5, ILL. 
Telephone: WAbash 2-4040 





Burroughs 


Select Rough —~ Rebuilt 


@ BOOKKEEPING 

@ CALCULATING 

@ ACCOUNTING : 

@ AppING AND BILLING machines bought, sold, 


tented? repaired or re- 
ACME 


conditioned. Write for 
ADDING MACHINE 


current prices. 
SERVICE & SALES 321 BROADWAY « WEW YORK? W.Y 
CORP. Since 1927 


WO 4-1240°¢ cable: Hodgmach 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 


CASH REGISTE 


PA TS 











NEW ADDRESS 


International Cash Register & Parts Co. 


207 E—. EVERGREEN ST MT. PROSPECT, ILL 








POSITIVELY 
WILL NOT HARDEN ON 
PAD IN ANY CLIMATE! 


OFFSET... 
NO SMUDGE... 

SLIPSHEETING 
New Canode DRI-RITE 100 is 
the finest easiest-to-use duplicat- 
ing ink you can buy! On mimeo 
bond (and some rag stock) it 
dries as it stacks. New formula 
and processing give sharp 
BLACK reproduction SAFELY 
. .. on open or closed drum du- 
plicating machines. Will not clog 
pads, harden in cylinders or 
damage stencils. Performance 
GUARANTEED! 
1-lb. FLAT or ROUND CAN 
Vaelb. PLASTIC SQUEEZE DISPENSER 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 
523 N. HALSTED ST., CHICAGO 22, ILL. 


Borroughs Representative 


Joe Davis, sales manager of the Bor- 
roughs Mfg. Co., Kalamazoo, Mich., an- 
nounced appointment of John H. Griffith, 
10 W. Susquehanna Ave., Baltimore 4, 
as a Borroughs sales representative in 
Virginia, eastern Pennsylvania and 
suuthern New Jersey. 


Carlson To Be Honored 


For his development of the Xerog- 
raphy system for copying documents, 
Chester F. Carlson, consultant of Haloid 
Co., will be awarded the Edward Long- 
streth Medal by Franklin Institute, Phil- 
adelphia, on Oct. 21. 


Underwood Samas in Phila. 


Appointment of Harry D. Heaps as 
manager of the Philadelphia branch of 
the Underwood Corp. Samas punched 
ecard division was announced by Divi- 
sion Manager Harold R. Russell. The 
office is located at 1225 Vine St. 


Tedor Returns to Royal Metal 

Stephen Tedor, advertising manager, 
Royal Metal Mfg. Co. from 1938-41, has 
returned to the firm as general merchan- 
dising manager. His appointment was 
announced by H. A. Green, president. 
Mr. Tedor succeeds Alfred E. Siegel who 
was named sales manager of Royal’s pro- 
fessional-contract division in a reorgani- 
zation of the executive sales staff. Wayne 
Ramsey continues as advertising man- 
ager. 


New Canadian Distributor 


Announcement was made of the forma- 
tion of United Stationery Co. Ltd., re- 
tailers and distributors of carbons, rib- 
bons, office furniture, printing and sup- 
plies, with head offices at 688 Richmond 
St. W., Toronto. Formed, with that com- 
pany’s blessing, by the 63 employees of 
the former Stationery Sales Division of 
Underwood Ltd., now devoting its full 
time to the manufacture and sales of 
office machines and equipment. President 
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SPECIAL ANNOUNCEMENT 


of interest to all office machine dealers. 


DUPLICARBO Spirit Duplicators 


Sizus 
9x14 
9x17 

14x17 

Giant Size 
18x20 


5 Colors At Once 
with Fluid & Pressure Adjustments. 
Also 
VICTORIA Dual-Cylinder Stencil Duplica- 
tors and The REVOLUTIONARY INDE- 
STRUCTIBLE STENCILS 


Exclusive Franchise for Choice Territories 
still available. 


DU PRINTS, INC. 


1225 So. Main St., Los Angeles 15, Calif. 


See Us at Room 664A Conrad Hilton NSOEA 
Convention, Chicago, Sept. 26 to 30, 1953. 











MANY LETTERS REACH US EVERY DAY 


from our business friends, proving that Buromarkt 
office equipment magazine is internationally recog 
nized. If you are interested in the European marke: 
you can be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the complete 
range of Commercial Stationery by the news and 
trade journal 


BUROMARKT Internationa! Journal of Office Equip 
ment reaching 10,000 dealers and managers in al 
countries of Europe with the monthly supplement 
Das Rationelle Buro, (The Efficient Office). 


Inforrnation from: Atlantic Service Agency, P.O 


Box 415, Flushing, N. Y. INdependence 3-6815. 
Sample copies trom: 


VERLAG PETER BASTEN 
AACHEN. GERMANY 
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TyPad" 


cuts NOISE! 








“ANDAL” TyPAD acts like a 
sound sponge . absorbs 
merve-wracking clatter and 
vibration . reduces worker 
fatigue. A handsome decora- 
tor-fabric is inseparably 
meshed with \4-inch foamed 
latex to make a tough, long- 
wearing cushion without ex- 
cess bulk. Available in 3 
sizes, with dark green or gray 
fabric on green foam 

* Another “ANDAL” 

Foam-Fabric Achievement | 

{ 


ANDrews ALoperrer 
COMPANY 
1168 Home Avenue * Akron 10, Ohio [ij 


1285-AA F 


\ X 
\ 


FORCE 
NUMBERING 
MACHINE 


Fast-selling ... 
profitable ... 
time-saving 
numbering 
machine. Write 
for price lists 
and catalog. 


eWM. A FORCE | 


2ZI®O NICHOLS AVENUE, BROOKLYN 6,N 


ee RATE 


SALES OFFICES NEW YORK CHICAGO, SAN FRANCISCO. CANADA 





Rich 
Hammerloid 
GRAY or 
GREEN 
oven-baked 
finish 


See our display Booths 
339 & 340 N.S.O.E.A. Show 


STEEL STORAGE FILES 


serve as ACTIVE files with 
positive, simple stacking pro- 
visions, plus 


A Sturdy Recessed 
Base with Toe 
Ciearance at Front 


Brass finish cardholder and 


e 
IMMEDIATE a Four roles for ease of 


operat io 
DELIVERY index suite vod with bras boob 
TOP FLIGHT PRODUCTS CO. 


6224 So. Oakley Ave. Chicago 36, Illinois 
WAlbrook 5-7100 





HAVE 
YOU 
SEEN 

the NEW 


k e 
muitimat 
Makes SEMI-AUTOMATIC 
Calculators 
FULLY AUTOMATIC 


First class rebuilt machines equipped with MUL- 
TIMAT are available. Also complete line calculators 
saettte. and used—for the trade. INQUIRIES 
INV! 


EXPORT-BOOKKEEPING MACHINES 
CALCULATORS, TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guarantee 
prompt personal attention, lowest prices and ab- 
solutely reliable service. 


Richard Gibian 


128 ear te STREET 
NEW YORK N. Y. 
Cables: “ERGIBIAN." 4&3 WOrth 6-2370 








RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 





TAX EXTRA 


FREE TRIAL OFFER. Write, asking us to send you 
a RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


1025 15th Street, N. W. 
RITE-LINE CORP. Weoshington 5D. C. 














UNIVERSAL 


” Accountant Class” 
CASH REGISTERS 


The Modern Cash Register 
for the Modern Dealer. 


12-item autographic detail strip. 

Auxiliary cash drawer. Ticket issuing. 
esc Accountants’ total 

bank slip. Ac- 

countants’ cash 

drawer total. 

All totals 


—— printed. 


UNIVERSAL CASH REGISTERS 
95-99 Mansfield Road, Nottingham e England 
U.S.A. Distributor « T. K. McGourty, 
140 West Main St., Patchogue, N. Y. 
Lenient Open Account for Approved Dealers. 
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and general manager of United is W. J. 
O’Reilly. H. B. Boynton is vice presi- 
dent and assistant general manager; 
C. M. Coo is secretary treasurer. 


Thermo-Fax Dealers 


Appointment of nine new dealers for | 
Thermo-Fax duplicators was announced | 


by FE. F. Bovermann, sales manager, 
Duplication Products Div., Minnesota 
Mining & Mfg. Co.: Bodine-Bryson & 
Rolling, Birmingham; Cathey Office Furn. 
& Supplies, Dallas; Bob Ball Co., Indian 
apolis; Spaulding-Moss Co., Boston; 
Magna-Crest Corp., New York; Duplicat 
ing Products, Portland, Ore.; San Diego 


Blue Print & Supply; H. 8. Crocker Co., | 


San Francisco; Nichols Business Equip., 
Syracuse. 


Atvidabergs Review 


Akt. Atvidabergs, manufacturers of | 
Facit calculators, Halda typewriters, | 
Odhner adding machines and Plentograf | 


duplicators, have issued their second In 
ternational Review, with articles in Eng 


lish, French, German, Spanish and Por- | 


tuguese. Attractively printed and illus 


trated, the review describes factory, sales, | 
office and overseas operations of the en- | 


tire organization and goes to agents in 


Roy O'Neil watches the recorder of a beta | 


ray gauge which measures the basis weight of 
paper made by Wausau Paper Mills Co. 
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ADDISON 
TYPEWRITER 
RIBBONS 


— inked by our 
own superior formula to produce 
attractive executive correspondence. 





NO CURL 
NO SMUDGE 
CARBON 


— lies flat, won't 
curl, turns out sharp, 
easy - on - the - eyes 





carbon copies—and lasts longer. 


Get the office team that lightens 
the load of your Typists. Ask your 
Dealer or write to us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
NY. Office. 13. 110 Franklin St. © Chicage 2, 179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 





ADDRESSING MACHINES | 


STENCILS - Parts - Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11, N.Y 


COMPTOMETERS 
BURROUGHS CALCULATORS 


REPAIRED 
OVERHAULED 
REBUILT 


CALL OR WRITE 


CHICAGO ADDING MACHINE SERVICE 


537 S. Dearborn St., Chicago 5, Ill. 
Phone: HArrison 7-4813 














Complete plants for the 
manufacture of 
CARBON PAPER 
TYPEWRITER RIBBON 
DRY STENCILS 


Manufacturing 
information and 
formulas 
furnished. 


HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 
Long Island City 6, New York 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
NUDOONGDAatese—= secant thAHUUTLL 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 




















102 countries. A copy is available from 
Export Dept., Akt. Atvidabergs, Stock- 
holm 7, Sweden. 


Heads TelAutograph Corp. 


TelAutograph Corp. announced the 
election of George M. Szabad as presi- 
dent to fill the vacancy created by the 
resignation of R. L. Spotts. Mr. Szabad 
is a member of the New York law firm 
of Blum & Jolles and has acted as legal 
and financial counsel to TelAutograph. 


Master Addresser Registered 


On their fifth anniversary in June, 
Master Addresser Co. announced it has 
been granted trade mark registration on 
the term ‘‘ Master Addresser’’ as applied 
to spirit type addresser machines. On 
June 1, 1948, the first spirit type address- 
ing machines were shipped by the com- 
pany from its Mineapolis plant. Since 
then, Master Addresser has become a 
familiar term in offices throughout the 
country. Many thousands of machines 
have been sold throughout the world by 
independent office supply dealers. Copies 
of the machine have been made in some 
foreign lands where patent protection is 
incomplete. 


Meilink Sales Executive 
Appointment of Norman E. Clyborne 
as assistant manager of Meilink 
Steel Safe Co. was announced by Stanley 
R. Akers, president. Mr. Clyborne served 
for the past three years with the eastern 
distributors of Meilink Safes, Safe & 
Equipment Wholesalers, Philadelphia. He 
will assist E. J. Daily, Meilink sales 
manager, in supervising the seven distri- 
bution outlets from coast to coast. 


Manages N. Y. Office 


Appointment of Robert Shapper as 
sales manager for the New York sales 
office of Forms Co. was announced by 
George W. Shay, Lewis Nathan and Mil- 
ton Friedman of the Jenkintown, Pa. of- 
fice. Mr. Shapper will direct the opera- 
tions of the New England, New York 
and New Jersey areas. 


sales 
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IT PAYS THESE FIRMS TO COLLATE 





from 


Evans 


GATHERING RACKS 








@ Each rack is GUARANTEED to pro- A Few Steady Users 
duce quicker and more accurate results 
than any other collating aid on the é - 
market. 3,500 sheets an hour easily Bakelite Corporation 

: Carnegie-lllinois Steel Corp. 
gathered by one worker without Gen River hills. les 


fatigue. Dun & Bradstreet, Inc. 
All aiuminum, each section holds 500 Esso Standard Oil Company 
sheets at inclined angle. Use racks W. T. Grant Company 
singly—or two or more together for Montgomery Ward 
large gatherings. Pittsburgh Plate Glass Co. 
Swift and Company 
PICTURED: |8-section TU Rack at $25.00 Time, Inc. 
7 others—$10.00 to $16.50 United States Rubber Co. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 


American Exporter 





One of the 


Many Schools 


to Choose 


WORDEN 
TEACHERS’ 
DESKS 


ABOVE This 3 million dollar High School at Birming 


ham, Mich., equipped with Worden Blonde Oak Finish, 
over-hang top teachers’ desks, as illustrated at rigitt. 





Here is an example of giving the teacher a desk 
indicative of her importance and comparable with sur 
roundings, instead ot the usual unattractive and ineffi 
cient desk, 

Installation by our Dealer—Pipsan Saarinen Swanson 
Interiors, Bloomfield Hills, Mich. 


When asking for bids, insist cn Worden Desks now in 
use in hundreds of schools. THE WORDEN COM- 
PANY, HOLLAND, MICH. 
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4-WAY SORTER 


For sorting all kinds 
of office papers prep- 
aratory to final filing 
or posting, Can be 
used in four different 
ways — one side has 
alphabetical and daily 
leaves, the other side 
monthly and numeri- 
cal 


The Sorter is only 4° 

wide and light-weight, : A Desk 
made of hammertone : Rack is 
finished aluminum with — 
spring aluminum alloy Hoare 

leaves and rubber Sorter 


feet to a desk. 


STYLE SIZE LENGTH WEIGHT 
L-31 Letters 28"' 24 o2. 
C-31 Cards, Checks 25"° 18 oz. 
C-21 Checks 16"' 12 o. 

¢ jeale inecn'+ + Ar file Sorter 
tock, send his name and we'll see that yc 
SUPE ea promptiy. 
Write for illustrated circular 
AMBERG FILE & INDEX CO. 


Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


TRiposter — compact, portable, multiple hand 
posting machine — posts up to seven records 
simultaneously and accurately. 
TRiposter offers the lowest cost in the 
bookkeeping machine field. 

For additional information write — 
ViSirecord, Inc., COPIAGUE, L.!I., N.Y. 
In Canada, V/S/lrecord of Canada, Ltd. 
266 King Street, West Toronto |, Ont. 


available, 





TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


é 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 





PAYMASTER 














Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘‘Outlook'' Envelopes are absolutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 

proves personnel relations. 

Send us check you now use and we will submit 
sample Paycheck ‘'Outlook'' Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd Chicago 7 
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Odhner Sales Rise 


First year sales of Swedish Odhner 10- 
key Adding Machines by Facit, Inc., 
have been ‘‘completely successful,’’ ac- 
cording to Erik A. Ohlsson, Facit presi- 
dent. Aceeptance of the ‘‘noiseless’’ 
Odhner is part of ‘‘a trend toward the 
use of 10-key office machines in this 
country,’’ Mr. Ohlsson maintained. Sales 
for the second half of the Odhner’s in 
troductory year jumped 400%, he 
and fourth quarter sales for the year 
ending June, 1953 were ‘‘almost one 
thousand per cent’’ over the first quarter. 


said, 


Marchant Hawaiian Office 

Opening of a district office of Mar- 
chant Caleulators, Ine., in Honolulu was 
announced by Edgar B. Jessup, president. 
Glen M. Hoppus, with than 20 
years of field management experience 
with Marchant and former representative 
for the company in Hawaii, is agency 
manager and Howard W. Stahr, with 
more than 20 years of mechanical experi 
ence is service manager of the new of- 
fice at 506 Kamakee St. 


more 


Gray Exhibit Manager 


Charles H. 
placed in charge of 
activities, trade shows, exhibits and dis- 
plays for Gray Mfg. Co., it was an- 
nounced by Walter E. Ditmars, president. 
Gray displays its products at 15 national 
shows and in more than 100 
plays and exhibits annually. 


Donohue Jr. has been 
sales promotion 


local dis- 


Victor Branches 

In line with its expansion 
Victor Adding Machine Co. opened a 
direct sales branch office at 1428 Union 
St., Memphis, Tenn., with Richard Strat- 
ton as manager. This is the 
branch put into effect this year, the first 
one being Wilmington, Del. Louis Alex 
under was named manager of their 
branch office in Pittsburgh. Announce- 
ments were made by A. F. Bakewell, vice 
president and general sales manager. 


program, 


second 
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| REGULAR 





... for prompl shipment 


INDEANA 


MODEL V-! 


UNDER-COUNTER 
wooD 


CASH DRAWER 


Seer FOR $2650 


Here’s a real high grade product made of kiln-dried 
Indiana Hardwoods, Easily installed. High-grade lock 
Easy Action drawer. Warning bell rings when drawer is 
opened. 

Size 1834” x 1411/16” x 4%” high. 5 coin tills. 5 
currency compartments equipped with hinged — bill 
weights. 2 finishes-—-Office Gray or Natural (Basswood ) 
Interior smooth high grade lacquer. Packed individually 
Approx. Ship. Wt. 19 Ibs 

Order a sample today and display for quick turnover. 


USE THIS HANDY ORDER BLANK 
FOR ORDERING SAMPLE 
INDIANA CASH DRAWER CO. 


SHELBYVILLE, IND. 


Please ship... Indiana Model Vi—''Under- 
Counter'’ Cash Drawers, @ $26.50 f.0.b. Shelby- 
ville, Ind, Less Dealer Discount. 


Finish 

DEALER 

STREET ADDRESS 
CITY 

SIGNED BY 


Open account to rated firms only—send refer- 
ences if not rated. 


ZONE STATE 


205 





——— NOW ... YOU CAN MAKE 


DRY Photo COPIES 


of anything typed, written, printed or drawn 
IN YOUR OWN OFFICE 


with EXACT-PHOTE-COPY 


DRY PROCESS MACHINE 
Speedy @ Easy © Economical 
Prices start at $80.00 


Write for literature on our 
dry and wet process machines. 


GENERAL PHOTO PRODUCTS CO., Inc. 
CHATHAM, NEW JERSEY 











SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
Select Clientele 
CAN-pRoG,- 


32 6 MewhLLIAMS ST 
FOND OY LAC wi 





WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by imperial 


ASK YOUR DEALER 
Imperial 


DESK CO. 


Evansville, {ndiano 











} raved 
Yona gn — 
FREE PROOFS 
." DIE 


LETTERHEAD. PROOF MAIL- 
{8D WITHIN 5 DAYS. NO OBLIGATION, 








JJewberry Engraving Co. 
801 SO. 20TH STREET- BIRMINGHAM 5, ALABAMA 
Vereata $ 


Largest Engraver of Fine Stationery 





Bostitch Prize Contest 


A $15,000 prize contest for stationers 
and their sales people was announced by 
Kenneth E. Joy, vice president and gen- 
eral sales manager of Bostitch, Inc. First 
prize is $250. Entry blanks are available 
from local Bostitch salesman and from 
Bostitch at Waverly, R. I. Blanks will be 
also distributed at the NSOEA Conven- 
tion at the Conrad Hilton Hotel, Chicago, 
Sept. 26-30. 


Head Smith-Corona Plants 


Elwyn L. Smith, president, L. C. Smith 
& Corona Typewriters, Inc., announced 
the appointment of Edson M. Moshier as 
general works manager and the appoint- 
ment of William Alfred Gabrielson to 
succeed Mr. Moshier as works manager 
of the Syracuse Plant. 


P-B Erie Manager 

Pitney-Bowes, Inc., announced the ap- 
pointment of Kenneth L. La’Cotte as 
manager of its Erie sales and service of- 
fice. He sueceeds William F. Meyers Jr. 
who joins the company’s Milwaukee sales 
organization. Other cities served by the 
Erie office include: Meadville, Warren 
and Oil City, Pa.; Jamestown and Dun- 
kirk, N. Y.; Ashtabula, Ohio. 


E. J. Demarest 
BE. dé. 


general manager, 


Demarest, vice president and 
Detex Watchclock Co., 
passed away August 18 following a pro- 
tracted illness. Prior to his association 
with Detex, which he had developed sue- 
cessfully and nationally, Mr. 
had been active in the 
chine business. 


Demarest 
calculating ma- 


Charles B. Bacon 


Charles B. Bacon, 67, president of 
Write, Ine., died June 13. Mr. Bacon 
organized the carbon paper and ribbons 
manufacturing company in 1923, 


READER’S CHANGE OF ADDRESS for the 
November issue of THE OFFICE must be 
received by Oct. 1. 
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don't overlook 


69 DIFFERENT tiles 
MARKETS! é 


for office equipment and supplies. 








re “> 


: et ® =your export business can and 
should contribute substantially to 
your profits. OFFICE EQUIP- 
MENT EXPORTER 1953 offers 
an effective, lasting means of de- 
veloping these profitable markets. 
As an annual publication, it is re- 
tained and consulted through the 
year by all the office equipment im- 
porters, dealers and _ specialists in 
these 69 countries and territories of 
the free world. 


Afghanistan Canada Northern Ireland Israel Netherlands Sweden 
Alaska Ceylon Greece Italy se West Indies Switzerland 
Algiers Cyprus Haiti Japan New Zealand Syria 
Arabia Denmark Hawaii Kenya Norway Tanganyika 
Australia Egypt Hong Kong Lebanon Pakistan Tunisia 
Austria Finland Iceland Libya Philippines Turkey 
Belgium France A India Luxembourg Portuguese Africa Union South Africa 
Belgian Congo, French Africa |ndo-China Madagascar Puerto Rico West Indies 
British East Africa French Guiana |ndonesia Madeira Islands Rhodesia Yugoslavia 
British Guiana Germany Iran Malaysia iam 

British Honduras Gibraltar Iraq Malta South Sea Islands 

Burma Great Britain Ireland Morocco Surinam 


Good agents and dealers are necessary to sell your products abroad. The advertising pages of 
OFFICE EQUIPMENT EXPORTER find new ones for you and remind old ones about the 
advantages of your products. Remember, conditions change drastically over a full year in agent 
relationships, market demand, tariffs, import licenses and trade policy. 


Advertising in OFFICE EQUIPMENT EXPORTER is the one most productive and economical 
way to keep every available outlet in these countries familiar with your company and merchan- 
dise—and ready to take advantage of each new opportunity. 


OFFICE PUBLICATIONS CO. 


Send now for more information 270 MADISON AVENUE 


on circulation, moderate advertising rates and 


what O.E.E. can do for your products. NEW YORK CITY 16, N. Y. 
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Acco Products, Inc 

Ace Lite-Step Co 

Acme Adding Machine Service & Sales Corp. 
Addo Machine Co. 155, 
Addressing Machine Co. of Calif. 


Atlen Business Machines, Inc., R. C. 26, 


Allied Carbon & Ribbon Mfg. Corp. 
Amberg File & Index Co 

American Addressing Machine Corp 
American Carbon Paper Mfg. Co 
American Register Co. 

American Writing Paper Corp. 
Andrews-Alderfer Co. 

Associated Industrial Designers 

Atlas Stencil Files Corp. 


Bankers Box Co. 

Barrett Adding Machine Division 
Bates Mfg. Co. 

Basten, Peter 

Bomont, Inc. 

Borroughs Mfg. Co. 

Buckeye Ribbon & Carbon Co. 
Bud Type Cleaner Co. 
Burroughs Corp. 

Business Efficiency Aids 


C-Thru Ruler Co. 

Can-Pro Corp. 

Carteret Printing Co. 

Challenge Machinery Co. 
Chicago Adding Machine Service 
Chicago Binder & File Co. 

Clary Multiplier Corp. 

Codo Mfg. Corp. 

Cole Steel Equipment Co. 
Colonial Carbon Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Colwell Litho Products, Inc. 
Commercial Controls Corp. 
Consolidated Business Systems, Inc. 
Copease Co. 

Copy-Craft Inc 

Cormac Industries Inc. 
Cotterman, |. 

Coxhead Corp., Ralph C 

Cramer Posture Chair Co 


Dehn, Jr.. 1. A 
Dennison Mfg. Co. 
Dewberry Seprevics Co. 
Dick Co., A. B. 
Dictaphone Corp 

Ditto, Inc. 

DuPrints, Inc 


Eagle Pencil Co. 

Eastern Corp. 

Elliott Addressing Machine Co. 
Esleeck Mfg. Co. 

Evans Specialty Co. 

E-Z Sort Systems, Ltd. 


Fabbrica Addizionatrice Italiana 
Faber-Castell Pencil Co., A 


208 


Faber Penci| Co., Eberhard 
Facit, Inc. 

Federal Cash Beatties Co. 
Force & Co., A. 

Frankel Mfg og 

Friden Caisclation Machine Co. 


Gavrin Press, Arthur J. 
General Binding Corp. 
General Photo Products Co. 
Gestetner Duplicator =e. 
Gibian, Richard 

Graff Co. George B. 
Gray Mfg. Co. 


Haida Engineering Co. 
Hammermill Paper Co. 
Hano Co., Philip 

4 yey Co... Milo 
Harris-Seybold Co. 
Hush-A-Phone Corp. 
Hygienic Dental Mfg. Co. 


Imperial Desk Co. . . 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. . 

Inserting & Mailing Machine Co. 
Institutional Sales 

Inter-Continental Trading Corp. 
International Business Machines Corp. 
International Cash Register & Parts Co, 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Jardin Associates, Inc. 
Kee-Lox Mfg. Co. 


Labelon Tape Co. 

Lamb Electric Co. 

Lanston Monotype Machine Co. 
LeFebure Corp. 

Lester & Co., J. ; 

Litho Fb ak oly & Research 


Mailers Equipment Co. 
Manifcld Supplies Co. 
Marchant Calculators, Inc. 
McBee Co. ; 

Mela Offset Supply Co. 
Mercury Business Machines Co 
Milwaukee Metal Furniture Co. 
Minnesota Mining & Mfg. Co. 
Mittag & Volger, Inc. 

Monarch Metal tondocs. Inc. 
Monroe Calculating Machine Co 
Moore, Inc., O. 

Moran's Sons, Thomas J. 
Morris Co., Bert M. 
Multistamp Co. 
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National Blank Book Co. 
National Business Show 
National Cash Register Co. 
National Litho Forms Co. 
National Rule Co. 

National Vulcanized Fibre Co 
Neenah Paper Co. 
Nekoosa-Edwards Paper Co. 
Nettle Mfg. Co. 

New England Paper Punch Co. 
Norta Distributing Co. . 
Northwest Metal Products Co. 


Odhner Div., Facit, Inc. . 

Oerlikon Tool & Arms Corp. of America 102 
Office Expediters, Inc. . 171 
Office Products, Inc. 179 
Office Publications Co. 207, 209 
Old Town Corp. 149 
Olivetti Corp. of America 34 
Outlook Envelope Co. ... : 204 
Oxford Filing Supply Co. 158 
Ozalid, Division of General Aniline & Film 


Paraliner Co. 

Parsons Paper Co. 
Pearson Co., G. S. 
Peerless Imperial Co. 
Pentron Industries, Inc. 
Phillips Process Co. 
Pitney-Bowes, Inc. 

Plus Computing Machines, Inc. 
Plymouth Rubber Co. 
Potomac Products Corp. 
Print-O-Matic Co. 


Que2n Ribbon & Carbon Co. 


Rapid Roller Co 56 
Regal Typewriter Co. 204 
Regna Cash Registers, ine. . 55 
Reliable Typewriter & Adding Machine Co. 190 
Remington Rand, Inc. 62, 63, 188 
Rex-Rotary Distributing Corp. 139 
Rite-Line Corp. 200 
Rittenhouse Paper Co. 150 
Roberts Numbering Machine Co. 184 
Roberts Rubber Co., Weldon 180 
Rol-Dex Division 53 
Rose Ribbon & Carbon Mfg. Co. 52 
Royal Typewriter Co. 106, 107 


Safeguard Corp. 

Schlegel Mfg. Co. 

Schweitzer, Inc., Peter J. 
Scott-Rice Co. 

Security Steel Equipment Corp. 
Shredmaster Corp. 

Smead Mfg. Co. 

Smith, Inc., 
Smith & Corona Typewriters, Inc., 
SoundScriber Corp. 
Speed-O-Print Corp. 

Spot Carbon Products 

Standard Copyholder Sales & Distributing Co. 
Standerd Duplicating Machines Corp. 

Storms Co., H. 

Strohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 


65 
Facing 138,139 
Charlies C. 178 
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Technygraph Co. 

Thomas Collators, Inc. 
Tiffany Stand Co. 

Todd Co 

Top Flight Products Co. 
Tubular Specialty Mfg. Co. 
Typewriter Equipment Co. 
Typewriter Sundries Co. Ltd. 


Underwood Corp 
U. S. Typewriter Ribbon Mfg. Co. 
Universal Cash Registers ... 


Vari-Typer, The 

Victor Adding Machine Co. 
Visirecord, Inc. 
Vogel-Peterson Co. 


Watson Mfg. Co. 

Watts Co., Alfred Allen 
Wausau Paper Mills Co. 
Weber Bros. owe Works 
Webster Co., F. 
Winchester “3a Inc. 
Worden Co. 





SOLD OUT—temporarily. Demand for bind- 
ers for copies of THE OFFICE has been so 
great that our entire stock is sold out, but 
more are being made and all orders will be 
filled within the next few weeks. Two bind- 
ers hold the entire year’s issues with the 
complete index in the last copy (June and 
December) in each binder. Send $3 for a 
set of two binders (not sold singly). Office 
Publications Co., 270 Madison Ave., New 
York 16, N. Y. 








Lessor—Lessee 


NEW kind of business has 
been born in this eountry 
within recent years. It is the 
renting or leasing of equip- 

ment (or real estate) to larger users 
who can then expense all such costs 
for tax and save them- 
selves the work of keeping far more 
records than if they owned the 
equipment. Take, for instance, firms 
which operate fleets of cars or 


purposes 


trucks. Laying out the capital to buy 
these automotive units plus the cost 
of maintaining the equipment and 
the record keeping involved, are all 


eliminated when a company rents 
its rolling stock. When a firm builds 
a nice, new building, it’s becoming 
the practice to turn it over after 
completion to an insurance company 
or a financial institution, and then 
rent it. This principle can be applied 
to practically everything a business 
uses which requires an investment 
of capital to purchase and which 
ordinarily cannot be deducted as an 
operating expense. 

It is true that the lessee saves of- 
fice work when he no longer has to 
operate a real estate or truck main- 
tenance department, but the office 
work still is done by the lessor. This 


210 


really means the establishment of 
new offices by people organizing 
companies for the purpose of leasing 
equipment. The types of equipment 
now leased may be, in time, ex- 
panded to inelude office equipment. 
Some office machines have been long 
available on a rental basis and even 
typewriters have been rented by of- 
fices for long periods. When high 
priced electronic office equipment be- 
comes more generally available, leas- 
ing it may prove the better way to 
put it on the market. 

In the long run, this trend will 
necessitate a greater use of office 
supplies and equipment beeause 
there are operations in the office of 
a lessor, such as invoicing, which 
were not needed when the using 
company maintained the records. In 
fact, as in every other branch of en- 
deavor, the entire idea would be im- 
possible to carry out without paper- 
work. This clerical work could be- 
come more complex in the office of a 
lessor. Suppose Company A owns 
equipment like trucks and _ leases 
them to Company B. Company A 
may decide to gain some of the ad- 
vantages it provides its customers by 
renting equipment, like office ma- 
chines, for its own use from a Com- 
pany C. A humorist might carry 
this on indefinitely but, within rea- 
son, the idea has proved eco- 
nomically sound and it should econ- 
tinue and expand to other areas as 
long as our present tax laws exist. 
It’s another case of American busi- 
ness acumen overcoming a_ road- 
block. As long as we continue suc- 
cessfully to do so, this country will 
remain as our people like it. 
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So don’t buy any typewriter 
until you try the new Underwood 
Electric . . . on your own work, 
in your own office . , . and see for 
yourself. No obligation whatso- 
ever. Just phone or- write your 
Underwood Representative for a 
trial. 


, Underwood Corporation 
=) Typewriters , . , Adding Machines 
' 44. Accounting Machines . . . 
Carbon Paper . . . Ribbons 
One Park Ave., New York 16, N. Y. 
Underwood Limited, Toronto 1 


ada 


Sales and Service Everywhere 


Underwood Eleetrie "tater cy ike ota 





